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‘LICK. 





A flick of your finger is all it takes to set the margin on a Royal Standard ‘Typewriter. 


Does any other typewriter make it that easy? No. Because ONLY ROYAL HAS 
MAGIC® MARGIN, the pushbutton margin-set. Magic M 


fishing around behind the machine, no more 


argin means no more blind 


fiddling with those sti ky sliding gadgets. 


Simply position the carriage where you want it and flick once for each margin. Presto. 
You're set. Magic Margin is just one of the exclusive features you get on the Royal 
Standard—and one of the 


reasons there are more Royal Standards in use today than 


CYA standard 
Royal ox Bee Corporat 
I facturer of T 


any other typewriter. 
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New DICTATION DISC SETS -specializing in the 


BRIEF FORMS AND PHRASES 
and the 


500 COMMONEST WORDS 














Special Set No. 38 com- 
prises 31 different business letters 
containing 2,442 repetitions of the 
brief forms and 572 repetitions of the 
phrases, dictated in speeds of 60, 70, 
80 and 90 wpm. EACH OF THE FOUR 
RECORDS CONTAINS EVERY BRIEF 
FORM. 





Special Set No. 39 contains more 
than 2,000 repetitions of the 500 
commonest words dictated into 31 
different letters, also in speeds of 
60, 70, 80 and 90 wpm. 





15 Minutes Dicta- 
tion On Each 45 
RPM Record! 


Dictation Dise 
Records Available 
In All Speeds! 





The immense value of these two special vocabulary sets cannot be 
stressed too strongly. Teachers and experts readily agree on the im- 
portance of the brief forms and phrases as a necessary fundamental 
to speed building. These words must be learned if you wish to become 
a really good shorthand writer. They occur so frequently in business 
letters that learning to write them proficiently never fails to increase 
your speed. What better way is there to automatize these most important 
shorthand words than through the intense repetition practice that is 
offered by Dictation Discs? 

These two special sets, No. 38 & No. 39, were prepared for Dicta- 
tion Disc by Dr. A. E. Klein, Associate Professor of Secretarial Studies, 
College of the City of New York. 


Look What These Experts 
Say About This 
Wonderful New System 


“No student in search of shorthand speed 
can afford to be without brief form and 
phrase set No. 38. These records contain 
the most valuable dictation material I have 


ever seen.” PAUL SIMONE, Instructor, Columbia University 


Author of “A Stroke in Time’ 


More Shorthand Speed Means More Money For You! 
Thousands have used this effective method and increased their speed 
as much as 50%. Big pay raises come automatically with higher short- 
hand speeds. Read what the experts say about this new way to improve 
your skill. Start right now to build your shorthand speed by putting this 
remarkable system to work for you. 


“The key to shorthand speed is regular dic- 
tation practice, and your records provide the 
student secretary with a rich supplement to 
such a program. The very precise and clear 
manner in which they are dictated makes 
easier the climb to greater shorthand speed.” 


WILLIAM COHEN, World’s Shorthand Champion 
(280 wpm for 5 minutes) 


“In my estimation the Dictation Disc Sys- 
tem of developing speed is the best I have 
ever seen.” 
THOMAS COLE, Chairman, Committee on Professional Education 
N. Y. State Shorthand Reporters 
ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


Send No Money! Mail The Coupon Now! 

Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money... just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we 
will ship your records postpaid. Either way—this method MUST do 
everything we say it will or you may return the records in 10 days for 
full refund. Mail the coupon now. 


“Trctaton 7) 
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Set No. 61-78 
170 Broadway, Dept. TS-1 45 R.P.M. $1.75 each § enaiel on. 
i New York 38, N. Y. Set No. 38-45 rpm Set No. 41-45 rpm Set No. 44-45 rpm OC No. 1. 60 & 70 j 
, . 4 records—$1.75 ea. 4 = ea. 4 ar sy ea. a os . “4 . 4 \ 
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Bae SRG DANCUNE CHarErs. Ci Complete Set—$5.75 —F Compiete Set—$5.75 1) Complete Set—$5.75 > Tay tt ! 
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i Business Letters Business Letters *Office Style Dictation ©) Complete Set—$5.25 | 
_— 0) No. 95. 60 500 No. 5. 80 & 90 » 23. © 
| [ ] 1 enclose full payment now, please [} No. 96.70 most 4 No. 6. 80 & 90 4 No. 24. “torrections.. 1 
| hip records postpaid Ne. 98:90 words Nea soe toe cess | aarrenticn 33% LP. $5.00 ea. | 
S Cc Ss stpaid. { - 98. o. 8. i No.26. &i ti ° - 
| i CJ Complete Set—$5.75 (J Complete Set—$5.75 LD Complete Set 45.75 ype = taal l 
i 0, 70, 80, 9 ! 
Set No. 40-45 rpm Set No. 43-45 rpm Set No. 50-45 rpm CO Ne. 1. 60, 70, 80, 90 
| CO No. 2. 70, 80,90, 100 =f 
NAME 4 records—$1.75 ea. 4 records—$1.75 ea. 4 records~$1.75 ea. he 
| a Business Letters Business Letters Legal Dictation <S Congas S-Ta.e I 
: GREE BES | ARSE eB Ne Se 88 thy aan 
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ALASKA... 

has always been the subject of much 
interest to Americans ever since 

the days when its purchase was 
referred to as “Seward’s Folly.” 
Now that this northern territory has 
achieved statehood, speculation 

has increased. Just what is Alaska 
really like? Is it really so 

cold? How do the people live ? 


To provide answers on one aspect 


of Alaskan life. we present 





a story on a native secretary, Anna 
Lekanof (that’s Anna with a hungry 
friend above). We hope you find it 


informative—and enjoyable. 


SYMPATHY 

expressed in writing... must 
sound sincere. Too often it 
seems forced or flowery instead. 
Jackie Wentzell takes the whole 
matter in hand, gives you some 
points on how to say “I’m 


sorry. sincerely. 


BANKS 

are places of fascination. 

All that money waiting to be handed 
out at the presentation of a 

draft or a check. But what about 
the laws regulating banking ? 
What's the difference between 

a commercial bank and a savings 
bank? What other services does a 
bank offer? For the answers see 
“The Dollars and Sense of It.” 
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ON THE COVER: Majestic Mt. McKinley, 
the tallest peak in North 

America, towers over our cover girl, 

Anna Lekanof. 

The mountain’s picture by Phil Hoon, 
Fairbanks; Anna’s by Pan American 


World Airways, News Bureau 





SUBSCRIPTIONS: Send subscription correspondence and change of address t 
Subscription Manager, tTovay’s secretary, 330 W. 42 Street, New York 36 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. I 
possible, enclose an address label from a recent issue of the magazine. Pleas: 
allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St.. New 
York 36, N. Y. 
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‘“‘An Artful Dodger’’ iS what every boss must Sometimes be; 
so if your VP can't brush the pests off and out onto 
his threshold, pass on a lesson in tactics from 

Mr. Nicholas Bayard. (1) Meet pests in the outer 
office. Men who balance on one foot for an hour will 
be glad to leave. (2) Remove all extra chairs from 
your own office. (3) If trapped, work with your hat 
on. (4) If you can, grab both hat and briefcase and 
leap for the nearest exit muttering, "Good thing 

you caught me now. I have ten seconds..." (5) If 
all else fails, leave it to your secretary. Have 
her dash in to announce the chairman is sinking fast 
and you are wanted in the Board room. 


Tips and Time-Savers. Get the boss to: (1) Dictate 
Standard letter and paragraph forms to eliminate the 
repetition which is forty per cent of most corre- 
spondence. (2) Use pre-printed letters when 
possible. (3) Keep letters brief. (4) Use window 
envelopes to eliminate typing addresses. 

Travel Tips. Ever picture yourself steaming over 
the high seas to far-off places? For the first time 
in twenty years you can do it at reduced steamship 
rates. Fare will be ten per cent lower in the off- 
seasons of 1960: January l--April 14 and August 23 
--December 31 (Eastbound); January l--June 21 and 
November l=--Dec. 31 (Westbound)...For the Indus- 
trious Secretaries, vacancies exist in public 
health, education, etc., among the more than sixty 
countries concerned in the U. S. Mutual Security 
Program. Write, Recruitment Branch, International 
Cooperation Administration, 806 Connecticut Ave., 
N.W., Washington 25, D. C....Another overseas lead 
for women between twenty-one and thirty-five-- 
Recruitment Branch, U. S. Information Agency, 

1776 Pennsylvania Ave., N.W., Washington 25, D. C. 








HIGH FINANCE is stirring throughout the lands of 
business and education. More companies are donating 
to the alma maters of their long-term employees... 
RUMOR HAS IT that machines will be talking to ma- 
chines fairly soon, which may leave human beings 
right out of the conversation...THINK YOU'RE SHORT A 
VACATION? According to a recent survey, you're not. 
Adding statistics together, each year you get an 
extra fifteen days off, disguised as a coffee break 
-»-ATTENTION ALL INTERNATIONAL SPIES. The fabled 
Orient Express, scene of fictional skulduggery, 

has extended its run to Beirut, Lebanon. More 
acreage for those cloak-and-dagger activities. 


lunuary, 1960 








THIS 
IS 
MODERN 
STENOGRAPHY 


Stenograph machine shorthand opens job 


opportunities that ordinarily require years 
of training. Faster, more accurate, the 
Stenograph can be learned easily. Profi- 
ciency is developed fast! With Stenograph 
training, you can take and transcribe much, 
much more dictation—meet the require- 
ments for really high paying jobs. It's the 
shortest way to earn far more money as a 
top management secretary, a legal or med 


ical stenographer, a court or convention 
reporter. 


Sievogyaph 


SHORTHAND MACHINE 


@eeeeeoeaeoeaeeoeaoeoeoeoeooeoeeoeeoeoees 
STENOGRAPHIC MACHINES, INC. T-160 
8040 North Ridgeway Ave., Skokie, Il! 


Please send me more information about Steno- 
graph machine shorthand. 

name 

present position 

school 

address 

city _ zone 


state _ 
eeeeeeeeeeoeoooooeoeeeeeee 
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BLACK MAGIC in 


NEW MAGIC! Typing beauty! 
Exquisitely reflecting your skill; hand- 


somely reflecting the prestige of the execu- 
tive and firm you type for. Old Town’s 
M/PR Ribbons give your typing sharp, 
uniform-black, opaque beauty. 
Exceptional results are yours because 
of M/PR’s thin, no-break, no-tear, extra 
long *MYLAR plastic film inked with an 
exclusive Old Town formula. M/PR Rib- 
bons are unexcelled for distinctive corre- 
spondence, original copy on masters for 
offset reproduction and on Xerox copy; 
for copying work on all wet or dry copying 
equipment. There’s an M/PR Ribbon for 
every type of machine with a carbon rib- 
bon feeding attachment. 


*Reg. T. M. E. I. DuPont Co. 


Ask your office manager or stationer for 
an Old Town M/PR Ribbon. You'll be 


Established 191 























delighted! 


OLD TOWN CORPORATION 


- 
é 


750 Pacific Street, Brooklyn 38, N. Y. 
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ONCE UPON A WALL 


-now one 
Upon a 





Portable—in 4 colors: 


Right instep with modern | 5lve 
offices the Boston Cham- | Green 
pion Portable Pencil | Sandtone 
Sharpener saves time... | Gray 


builds efficiency. 
Order today from your 
local stationer. 





me 
BOSTON 
leceall 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
















GOOD 


“OFFICE-KEEPING’” 


MADE EASY 


STORAGE UNIT 
78 Ree, ‘4 
= 


9 STORAGE FILES 


PLUS STEEL SHELVING 


Sturdy, lift-lid corrugated fibre-board 
R-Kive files, 15”L. x 12”W. x 10”H., 
hold either letter or legal size folders. 
Heavy gauge shelving sets up to 
40”H. x 42”W. x 16”D. Unit complete, 
(east of Rockies), Prepaid $23.40 


Send for FREE Manual of Record Storage 
Practice; complete products catalog. 


Clip ad to letterhead and mail to: Dept. TS1. 


BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 
2607 N. 25th Ave., Franklin Park, lll. 
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FAYMUS CLEANER does a famous job on the keys and platens of all 


MOODMASTER sets the mood for work with 
music, A continuous background-music sys 
tem, it has a one-reel tape magazine, auto 
matic tape rewinder, and matched 
sories. Owners have 


acces 
access to library olf 
music, This unit is of Scandinavian modern 
design in walnut. Write to Special Products 
Div.. Conley Electronics ¢ orp., Dept. TS, 


9c 


8225 Christiana St. Skokie. Il. 


ail 


typewriters. Packaged in aerosol spray cans, it blows dirt and debris 


from office machines. 
sive. Does I 


Chicago 13, IIL 


“SCOTCH” BRAND Double-faced Tape does 
double duty. for both sides of its cellophane 


strip are coated with adhesive. Sides them 


selves will not stick together: unroll easily. 
Good tor creative design, joining pasteless 
stamps to envelopes. Price. 39 cents; from 
Tape Div. of Minnesota Mining and Mfgz. 
Co., Dept. TS, 900 Bush Ave., St. Paul 6, 
Minn. 


O.S.R. stands for Office 


It is non-toxic, non-flammable 
ot evaporate. Price for a six-ounce container is $1.29 


from Bankers & Merchants, Inc., Dept. TS, 3229 N. Sheffield Av 


: and non-corro 





Stain Remover. a new hand cleaner for the 


secretary who works with machines as well as people. No soap. wate: 


or towel is needed; just this moist towelette wrapped in a foil envel 


ope about two inches 
price 





BINDER is bound to please when filing ma 


Holds 3.000 sheets. 
-inch body of paper to be inserted. 
post of nylon bends. allowing sheets 

Locking mechanism is flush with 
easy shelving. From Wilson Jones 
ny, Dept. TS, 209 S. Jefferson. Chi- 


tabulated forms 


{] it 


1960 


square, 


Packaged 18 or 50 to the box. it 


d at $1.00 and $2.40. For free samples, write to Carter's Ink 
Co., Dept. S-TS, 239 First St., 


Cambridge 42, Mass. 


GROUP NINE is a new look in office furniture 
for the executive group. Built to give the 
maximum in comfort and support, this high 
backed chair features upholstered arms and 
walnut facing, resting on an aluminum base 
For further infermation write 


Jens Risom 
Design. Inc.. Dept rs, 49 FE. 53 St.. New 
York rs N. 2 








Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier, faster. 


For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 











CALENDAR 
MANUFACTURING CO. 


150 Bay Street 








BEST WAY TO JUDGE A DICTATING MACHINE. 


Only 
4” high 
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ew oS TENOTAPE 


DICTATING-TRANSCRIBING MACHINE 


Only | 7 9*.. 


FULL YEAR GUARANTEE 





Fidelity Makes The Difference 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as 
the most important feature they looked for in 
a machine. 


An accurate word counter enables you to judge 
letter lengths, turn out perfect work. StenOtape 
is smart, compact, lovely to look at, 64 Ibs. 


Each of these experts knows fidelity makes the 
difference . . . to the boss when he’s dictating 
or listening . . . to you when transcribing .. . 
you hear every word so clearly there’s never any 
ear fatigue. You feel relaxed even after hours 


light and only 4” high. 


The boss man will appreciate StenOtape’s ver- 
satility. It has dozens of uses: in the office, on 
the road — for dictation, conferences, reports, 
interviews, phone talks, and more. So versatile, 





of transcription. in fact, it’s fun to take home; it even tapes and 


plays music. StenOtape registers up to 30 feet 
away, up to 2 hours on one reel of endlessly 
re-usable standard magnetic tape. 


“Ease of operation” was the second most wanted 
feature. Using StenOtape is actually pleasurable. 
It's so simple and easy, jamproof and trouble- 
free, too. You'll love the convenient foot or 
finger-tip controls for instant start, stop, back- 
space. Adjust the volume to your own taste. 


Yes, StenOtape fills the bill on all counts for 
secretaries who want the best, and businessmen 
who want more machine for less money. 


FREE! FACTS BOOK 


For complete information about all dictating equipment, read “The Facts About Dictating Machines.” 
This 16-page illustrated book — for the first time anywhere — tells all the important features you 
and your boss should look for. Plus 50 new ways to save time and money in any business. Send for 
your free copy today. Without obligation, of course. 









eeeeeeaeseeoeeoeoe eee eeoeeee ee eeoeeeeeeeeeeoeeeseeeeeeee 
$ American Geloso Electronics, Inc., Dept. 44 

: 251 Park Avenue South, New York 10, N. Y. AL 4-2282 

$ (© Please RUSH, without obligation, new free 16-page 

e illustrated book ‘‘The Facts About Dictating Machines’’ 
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a) He } / Ire ; t 
7 
fie s lu ; cite 
ed "s lex s 
{. The form of address for a couple 


hoth ot whom hold dor tor s degrees de 
pends on whether the wife retains het 
maiden name, as many professional wom 
en do. 

If the woman uses her married name. 
these forms may be used. 
Dr. Louise D. Strong. anc 
Dr. Henry T. Strong 
ol 

Dr. Henry and Dr. Louise Strong 

ol 

The Doctors Strong 
If the woman uses her maiden name: 
Dr. Louise Dalton. and 


Dr. Henry T. 


Strong 





e. fre the 


cere ly yours, 


complimentary closings sin 
Yours 


cere ly vours used in husine SS COTTE sponde nees 


sincerely, and Very sin- 


A. The tendency today is to make busi- 
hess correspondence more personal and 
informal than it formerly was. Thus. Sin- 
cerely yours. Very sincerely vours. ete. 
are commonly used, 

If the subject matter of the letter is 
formal and deals with contractual or legal 
matter, the more formal Very truly yours 


or Yours very truly is suitable. 


Q. Is it incorrect to break: a line of type 
involving day, month. and year? February 1. 


1959, for example. 


A. Reference Manual for Stenographers 
and Typists by Gavin and Hutchinson 
states the following rule: Avoid dividing 
dates. If a month having a long name 
comes near the end of a line, carry oveT 
with the 
January 3, 


the year. keeping the day 
month. For example, 


1960. 
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BUSINESS ENGLISH 
E. Lillian Hutchinson 


SECRETARIAL PRACTICE 
Madeline S. Strony 


BUSINESS LAW 
R. Robert Rosenberg 


oleh 4.44 400 led 
J Marshali Hanna 


TYPEWRITING 
Alan C. Lloyd 


BUSINESS ARITHMETIC 


Vivian W. Aline 


SHORTHAND 


Charlie 


FILING 4 


Q. Is there a rule governing the use of the 
fives er and or? I neve know which one 


choose. 


\. Names of persons or things that per- 
form an act are formed by adding either 
er or or to the verb. But there are no 
definite rules which explain when each 
should be used. 

True. many of the or-ending nouns 
are derived from French or Latin words, 
is evaluator comes from the French éva- 
luer, but this information is of little help 
to most people. 


In short: consult your dictionary. 


Q. How should our supervising principal. 
x 

Mr. J. J. Jones, answer the telephone? We 
think it is correct for him to say simply “J. J. 
Jones.” Or should he answer with the “Mr.” 


{. When answering the telephone, busi- 
ness executives announce themselves in 
numerous ways, depending on the dignity 
of thei positions. 

\s a school principal is an executive of 
large responsibilities, it would seem ap- 
propriate for him to use these forms: “Mr. 
Jones speaking.” or “This is Mr. Jones.” 
\ very informal person might prefer to 
say, “Jones speaking.” Since there prob- 
ably is no other person W ith the name of 
Jones in the office, the initials are not 
necessary. 

\ man teacher would not include Mr. 
in his signature either on report cards or 


on letters. 





VY. What is the proper greeting when writ- 
£ to an institution managed entirely by 
My boss often addresses the letter to 


pital and not to a spec i ft person, 


1. The correct salutation to an organi- 
zation managed by nuns would be Dear 
Sisters. In extremely formal correspond- 


ence, just Sisters could be used. 
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ACCO MAKES FILES « 











No more frantic searching for papers he took out 
of the file! Acco-bound papers stay put in boss- 


proof, spillproof folders. Saves re-filing...and 
worry. Finding’s faster, files neater. Firm, durable 
folders stand straight, save drawer space. Speedy 
transfers—old file slides out, new fastener slides in. 


ASK FOR ACCO’s new booklet 
“Ideas That Save Time and Space” 
—available free at office outfitters. 


Or write: ACCO PRODUCTS, 


ACCOBIND 


GENUINE PRESSBOARD FOLDERS 


A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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QO. Does the heading on the second page of 
x 


a letter mention the company name or the 


? 


name in the attention line 
{. The heading on the second page of a 
letter 
company, not the name mentioned in the 


would contain the name of the 
attention line. The rule covering second- 
page headings states that it should in- 
the date 


of the letter, and the page number. 


clude the name in the address. 


QO. If close punctuation is used within a 
x 


letter. must the same be used on the en 


velope i 


A. The punctuation style of the enve- 
lope address may or may not match that of 
the letter it will contain. As the envelope 
is usually separated from the letter by the 
recipient, there is no need for uniformity. 


). Weill vou ple ase tell me which is correct: 
Kind ye rsonal re vards as part of the 
letter) 
Sincerely, 
John Jones 
or (as part of the closing) 
Kind pereonal 
Tohn Jones 


re wards, 


A. Such phrases as Aind personal re- 
gards, Best wishes, ete.. may be used 
either in place of a complimentary closing 
or with one. 

If both complimentary closing and the 
phrase are used, the phrase should be at 
paragraph margin and the closing typed 
in the usual position. 

If the phrase takes the place of the com- 
plimentary closing, it occupies the posi- 
tion that the closing would occupy. 









If your Dealer doesn’t 
yet stock StenoStik, 
send us his name 
and we will make sure 


you are supplied. 


The BALL PEN for SHORTHAND 





Lymm’: | 
AW Faberd 


Ball 





Pron withe 


tapered gp! 


A.W.Faber 


TENOSTIK: 


the world’s finest 
Ball Pen especially 


designed for secretaries 


Some articles you use in your 
daily work become almost a part 
of you. That’s how you will 

feel about STENOSTIK, the 


AW FaBer STENOSTIK The Ball Pen for Shorthand vee lind) 











precision ball pen especially 
invented for Secretaries. 


You'll love the long, tapered 
grip that caresses your fingers 
and banishes fatigue. Get 
STENOSTIK and use it as devotedly 
as you do your tried-and-true 
friend—-ERASERSTIK. Only 39c— 
3 for $1.00. 


A.W.Faber-Castell 


Pencil Co. Inc., Newark 3, N. J. 








). li the inside address of 
Professor J. M. Downes 


ky oOnomics Department 


l le tter reads 


Cornell University 
Ithaca. New York 
shouldn't the salutation state: Dear Professor 
Downes? Although a fellow 


Professor in the inside address. she persists 


student 


USES 


in using Mr. in the salutation. 


1. As most professors have doctor's de- 
crees, that degree rather than Mr. should 
be recognized in addressing them. Thus. 
you could write: 


J. M. Downes 


Economics Department 


Professor 


Cornell University 
Ithaca. New York 
Dear Professor Downes: 
or 
Dr. z. M. Downes 
Professor of Economics 
Cornell University 
Ithaca. New York 
Dear Dr. Downes: 


the title that was used 
in the address line should he repeated in 


In either case, 


the salutation. 





. What is the proper way to end a letter 
when the boss dictates “Thanking you for 
your interest. | remain... 


Sincerely yours.” 


Should a period be placed after “I remain” ? 


A. The phrase “] remain” is not used so 
frequently at the close of a letter as it 
formerly was. If it is dictated, however. 
the most logical punctuation to follow it is 
a comma. This comma balances the one 
after the complimentary closing line. In 
other words, the complimentary closing is 
a parenthical element, the sentence read- 
ing—“I remain, .... (the name).” 

If only the phrase “Thanking you for 
your interest” is used, that also would end 
with a comma. 


Q. Should a comma be placed after a dat 
when the date consists of the month and the 
day only? 


A, It is not correct to insert a comma 
after a month date unless the structure 
of the sentence demands punctuation at 
that point. The following sentences are 
correctly punctuated: 

We will meet on May 8 in Chicago. 

We will meet on May 8, the day 
you selected, in Chicago. 

We will meet on May 8, which 
happens to be my birthday, in Chicag® 
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PLANNING 





@ Wuar pores? Anything worth-while, of 
course, but, specifically, your business 
future. With a whole new year stretching 
ahead of you, now is the time to do some 
long-range planning. Just one word of 
warning, though. Even if 1960 is leap 
year, don't be too positive that the next 
366 days will deliver your Prince Charm- 
ing. gift-wrapped and waiting to be taken 
home. 

It's a smart girl who heeds the United 
States Department of Labor report that 


shows the modern American miss has a 


working future almost as long as her 
brother's. This fact-finding government 
bureau states that single women can ex- 
pect to work forty-five years . . . married 
women without children, thirty-one years 

. and married women with children, at 
least twenty-five years. That represents a 
lot of weekly pay checks—more 9-to-5 
hours than we care to count up on our 
fingers—and a tremendous responsibility 
to choose the right career for yourself, 

In this day of specialization, it is not 
enough to decide to become a secretary, 
to study shorthand, typewriting, business 
English, filing, office practices, and, per- 
haps, a bit of bookkeeping. Admittedly. 
these qualifications (plus the right mental 
attitudes, good grooming, and uncommon 
courtesy) will enable you to find a job im- 
mediately after grad- 
uation. And they will 
make you an asset to 
iny\ ofhee. 

Getting a job just to 
earn a salary, however. 

not the same as 


ry 


i(pping out your own 
future, tailoring it to 
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fit your interests, capabilities, and poten- 
tialities. You will find that it is not 
enough to work in the same company 
where your best friend is happy. It is not 
enough to work where relatives have built 
successful careers for themselves. It is not 
enough to choose a company that has a 
fine community reputation, pays good 
salaries, has many employee benefits, and 
gives big Christmas bonuses—although 
all of these assets are wonderful in them- 
selves. 

Every secretary owes it to herself to 
shop for her own particular orbit in the 
business world. She should use the same 
care and attention to detail she displays 
in choosing a new car. It should not only 
suit her personality (and her budget) but 
get her where she is going in the fastest 
and best way possible. 

Most young people plunge into their first 
jobs through youthful enthusiasm coupled 
with a tremendous lack of self-knowledge. 
And they have even less knowledge about 
the demands and opportunities of the field 
into which they have strayed. If this has 
happened to you, take heart! These early 
ventures are extremely valuable in show- 
ing up your own strong points, exposing 
your weaknesses, and indicating those 
areas where you must make improve- 
ments. More often than not, they also 

point out where you 
do not want to spend 
your 9-to-5 hours. You 


then begin to ponder 


PEGGY a move. 
NORTON 
ROLLASON 


The danger in this 
natural urge forchange 
and _ self-improvement 


lies in moving impul- 


sively and aimlessly, wanting change for 
the sake of variety itself rather than for 
the benefits you should derive. You may 
find yourself in the same predicament 
again. Before you decide to switch jobs in 
1960 . 


més, checking the help-wanted columns, 


. before you start writing résu- 
or calling agencies . . . before you give 
notice ... take the time to profit by your 
past experiences, to analyze yourself 
fully, and chart a new course tailored ex- 
clusively for you. 

There are a number of ways to begin 
this long-range program for a more mean 
ingful secretarial career. Essentially the 
key to the whole plan is self-knowledge. 
Here are some suggestions that you may 
want to change or amplify to suit your 
own situation. 

|. Start a personal data file. In work 
ing on this get-acquainted-with-yourself 
project—it should include all the minus 
points as well as the plus ones, if it is to 
think back over the areas 


that have given you the greatest pleasure 


be effective 


or trouble. 

During your school days, you gravitated 
instinctively to certain subjects, were in 
different to some, and actually avoided 
others. Why? In thinking it over, you may 
realize that your instincts were right 
about many courses, but possibly led 
astray in others. Dislike of a teacher, the 
attitude of your parents, or the example 
of a close friend, all might have influ 
enced you. If you have neglected such 
fields as math or science purely on these 
bases, perhaps it’s time for you to investi 
gate them from an adult viewpoint. 

What about your outside activities? 
Many people have combined a love of 
sports with very satisfying business ca- 
reers. Hobbies like photography or musik 
can be other guideposts in your search for 
the right field. 

What has your present job taught you 
about your office capabilities? The type 
of work you like best? The kind you don’t 
want to touch with a ten-foot pole? The 
areas where you need more training in 
order to function at top capacity? 


(Continued on page 45) 





ouble check— 
perfectly ! 


Eaton’s expertly planned, attractive 
Nascon Week-At-A-Glance Record Books 
Synchronize appointments with Nascon’s 
Week-At-A-Glance Appointment Book — 
the desk accessory that’s a necessity for 
you, and your boss! At a glance, you see 
a full week’s engagements, current and 
following months’ calendars, on double 
page spread. Indexed address section. 
In simulated and genuine leathers; pretty 
pastel bindings for women, rich, dark 
colors for men. In pocket sizes, too. At 
your stationer’s. 


EATON’S NASCON “AT-A-GLANCE” RECORD BOOKS 


EATON PAPER CORPORATION 


oo - " > 
Cf Nan > PITTSFIELD, MASSACHUSETTS 


[rede ls 











STARLIGHT 
CASE and FRAME 


\riends! ny 
Os 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 «1 
or &O ror *2 


plus 25¢ shipping 


Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 24%" x 3%”. Satisfaction guar- 
anteed. Order today. 


EXTRA BONUS — FREE WITH EACH $2 ORDER 


4" x 6” Princess Portrait enlargement. 


SE SL eS 
4 Friendship Photos, Dept. F-13, Quincy 69, Mass. 
| Please send me: 
i 0 25 “Shadowbox” Friendship Photos, from one i 
pose... $1.25 enclosed. Also send Free Starlight 
j Case and Frame. | 
‘i 50 “Shadowbox” Friendship Photos, from one | 
I pose .. . $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame. ] 
1 enclose photo, snapshot or negative which you will | 
1 return unharmed. My money back, airmail, if I'm not 
completely satisfied. i 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f——-MAIL COUPON TODAY-~—~ 
RITE-LINE CORP. 
4209 39th St., N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 














| Nome 
| Address 
| city Zone___ State 
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HOW TO GET ALONG WITH THE BOSS. 
Dartnell Corp.. 4660 
Ravenswood Ave.. Chic ago 40. Ill. 63 Pp 1) 


Susan Rogers. The 


cents. 


“If yowre going to get along with the 
boss. you've got to understand men”—or 
try to. Booklet places men under a mi 
croscope and comes up with their liles 
(stability. discretion. loyalty. etc.) and 
their dislikes uncontrolled 
tempers and Vavhe 
your boss is a woman. Then be sincere. 


( gossiping. 
emotions. etc.). 
ask her advice. be a good Sport, and so 
on. Whichever. yowll pick up 
popularity pointers. 


sound 


WHEN KILOWATT BECOMES KILLER WATT. 
Paul W. Kearney. The William Frederick 
Press. 39] EF. 149 ~~ New York 55. N. y 


Two-color. 15 pp. 95 cents, 


Important message on potential danger 
of home wiring and electrical appli 
ances. Points to overloading of circuits 
and sockets. improper installations. and 
worn-out appliance’ motors as major 
eauses of elec trie al fre outhre ales. Cau 
tions homeowners against “TV corners.” 
which prevent adequate ventilation for 
sets. Current pulled hy foasters h ail rs. 
ine lude d. 


irons, air conditioners. ete.. 


HOW TO GET A JOB THAT TAKES YOU 
TRAVELING. Norman I). Ford. Harian Pulb- 
lications, Dept. B19, Greenlawn, N. Y. ‘Two- 
color, 22 py}. $1.50. 


Interested in working your way around 


the world? This booklet has the full 
story of what jobs vou can fill. Learn 
of positions with transportation lines. in 
with Unele Sam. Too rou 
tine? Then answer the call for gals to 


cook on 


commerce, 


Vississippi steamboats. hus 
teams to teach and type 
Islands. And the pir ture is 
especially bright for those with stenog- 
raphy. Turn in that desk typewriter for 
a portable and away you go! 


band-and-wife 
in Pacifi 


SCRIPTOGRAPHIC BOOKLETS. Channing L. 
Bete ( 0.. Inc.. Greenheld. Mass. Two-color. 
16 pp. 25 cents each. 


About Hospitals. Be prepared to be a 


patient. Scriptographic technique is 
used to explain hospital services. where 
the hospital dollar goes 
of them. how to make arrangements. and 


what to 


and how many 
bring for your confinement. 
Such knowledge could come in handy. 


How to Find Out... from newspapers. 
books, magazines. Tells how to get in 
formation on what has been published 
on a subject in periodicals, how books 
are classified in card-index files. ete. 
Does justice to the library 
admission to unlimited facts. 


your free 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 50 


Troubles with Conjunctions 


Conjunctions are used incorrectly in the following sentences. Can you spot the 
errers? 

L. It looks like it will rain. 

2. Being Pm chairmar 


Neither the 


!. You can't hope to get a good job without you learn to type better. 


ot thre committee I should be prese nt at the meeting. 


morning or the evening papers carried the notice. 


>. Locating a promising job and to prepare to fill it satisfactorily require real effort. 


6. | wanted to accept the invitation. and my mother advised me not to. 


Phere arent but ten registered for the course. 
I didn’t realize but what T had plenty of time. 
9. Don't start distributing the tests without you get the signal. 


10. I will either drive to Cambridge or to Nashua. 


How Is “Sh” Spelled? 


In the following words, the sound “sh” occurs where the blanks appear. How 
are the words spelled? 


l. finan—al }. Ses——ion 5. ti—ue 7. na—ion 9. man—on 


2. ma— ine 4. conscien—ous 6. —all 8. deti—ent 10. spe—al 


Lighting. Lightening, Lightning 


Should lighting, lightening, or lightning be inserted in the blank spaces in the 


sentences below? 


l. The inerease in automatic household equipment has resulted in a——————ol 


the housekeepers work, 
2. After the-—— of the Christmas tree. carols were sung. 
3. Much study is being given to the adequate- —of schoolrooms. 
1. Tall objects are targets for———— = 
5. Can you suggest a method of——— the weight of this container? 
6. Fluorescent—— —has been introduced widely in stores. 
7. The length of time between a flash of—- and a peal of thunder indicates 
the nearness of the storm. 
8 The statue is beautifully clear under the flood ee 
9. In the process of- —iny overweight suitcase, I had to discard souvenirs. 


10. Phe sky just above the horizon Ee 


Using Foreign Expressions 
From this list of foreign words and phrases commonly used in English, select 


the ones that will complete the following sentences correctly. 


l. raison d'etre 1. carte blanche 7. en route 10. versus 
2. éclat 5. nom de plume 8. modus operandi ll. penchant 


3. sub rosa 6. finesse 9. per se 12. piquant 


a. The guest had a- —_for wit and humor. 
b. Her—________remarks enlivened the conversation. 
c. All the author's works were published under a—————.. 
The supervisor was given————_to hire and fire. 


e. Mr. Hill is now- 


1 am not familiar with the 


—to Paris. 
in a campaign of this size. 
ve. The successtul team was greeted Se 


sy the use of great—______, the presiding officer avoided a clash, 


Making Words 


List the nouns and adjectives that may be formed for these verbs. 


I. expend 3. devote 5. annoy 7. continue 9. imagine 
4 vent 1, expand 6. unite 8. de ride 10. work 
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At lost. 


FOR THOSE WHO MAKE 
AN OCCASIONAL MISTAKE 








Nobody’s perfect—that’s why 
they put erasers on pencils. 
Now-for the first time, a thin- 
lead, non-smudge, fade-proof 
colored pencil that erases 
cleanly, easily, completely! 


LIKE n fin 
THIS Fy WU 


NOT LIKE THIS 


\\ 
My V 


THE ONLY COLORED 
PENCIL OF ITS KIND 


No more messy, shredded papers! 
No more valuable working time 
lost fighting to erase colored 
pencil marks! With amazing, 
new ERASABLE Color-Tex — 
you can erase color as easily as 
you erase black lead pencil 
marks. Only the color comes off! 
No ghosts — no shredded paper! 


TRY COLOR-TEX ERASABLE 
70 DAYS FREE 


See for yourself how General’s 
special ‘“‘Carbo-Weld” process 
makes Color-Tex stronger and 
stay sharp longer! See how much 
faster your accountants, book- 
keepers, secretaries work — once 
they’re free from hard-to-é¢rase, 
smudgy, colored pencils! 
Available in Carmine Red or 
Indigo Blue — ask your dealer 
for General’s New ERASABLE 
Color-Tex Pencils — or write 
today on your letterhead for 
FREE SAMPLES. 


Medium or Hard Grades 
with or without erasers 


PENCIL COMPANY 
69 FLEET STREET, JERSEY CITY 6, N. J. 


usa GENERAL'S Carbe-Wett COLOR-TEX insows: 
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Roytype Park Avenue Silk Ribbon 
stays ink-full LONGER...AND LONGER... 


AND LONGER... costs much less in the 
long run. 


You pay a little more for Roytype Park Avenue and absorbency. It gives you the crisp, dense 

Silk Typewriter ribbon than you do for cotton — blackness you want for writing letters right. And 

ribbon. But you get a whole lot more. It keeps __it gives you the iron-like wearing quality you 

on typing nice and black for a much, much _ need for saving money. 

longer time. Long enough to save you plenty. Your Roytype Representative has a Park 
The fact is, this is the one perfectly balanced Avenue Ribbon with the degree of inking that 

ribbon. It combines the best balance of strength meets your requirements. Ask him for a sample. 


ROYTYPE? carbon papers, ribbons, quality 
supplies for all business machines 
Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters. 


——— 
2wi — OO !V]OC eC e~seseseeeeee eee e ee eee 8 @ 
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MAIL THIS COUPON WITH YOUR LETTERHEAD 


Mr. ROY TYPE, c/o Royal McBee Corporation, 
Roytype makes over 1000 differ- Department M, Port Chester, New York 
ent ribbons for typewriters and 
tabulating machines. To be sure 
you’re using the right ribbons 
for the jobs you do, check with 
your Roytype Representative. 
He’s studied all office jobs. His 
knowledge can help you. Use it! 


Say, what’s all this about Roytype Creamee, a hand lotion especially 
made for office use? Please send information about it. 


Your Name 





Firm Name 





Street Address 





City Zone State 
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@The stars twinkle merrily, flashing 
lights crackle across the sky . . . it’s 8:30 
in the morning and time to leave for 
work. The sky is bright, an errant sun 
beam gleams momentarily it’s mid 
night, time for a Junior Volunteer to head 
a home after a night of dancing at the USO 
Fantastic? Not to Anna Lekanof who 
lives in Fairbanks, Alaska, just ninety 
a miles south of the Arctic Circle. There the 
sun appears briefly at noon on Decem : 
ber 21; contrarily, it can also be seen at ae ie ; 
the “witching hour’’ on June 21. There 
elo Mm iil -Meloli NAR Zell MicMitMelalle-Miaral tle (13 
crossing the “ice bridge”’ over the river 
Anna’s usual outdoor costume consists 
} of ski pants, a fur parka, and fur-lined 
boots. For in Fairbanks, the mercury of 
ten drops to 50 degrees below zero. . 
to stay there for days or even weeks ata 
time. More prosaic work garb must be 
carried back and forth each day, ne- 


cessitating quick changes at the office. 
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‘There are days. though.” Anna smiles. “when | don't 
vet a chance to change into a dress. The phone starts 
ringing as soon as | walk in the door. and it never seems 
to stop.” 

(They seem to have the same problems in the 49th 
state as they do in the first 18.) 

Sometimes it's just as well she doesn’t have time to 
change. In between phone calls she counts the cash from 
each of the six restaurants and the restaurant supply 
business operated by her employers under the name 
“Fairbanks Food Supply.” Counting money is a “weight- 
ier problem in Alaska than in other states. As a hold- 
over from the rough-and-tumble gold rush days. silver 
dollars are more common than paper. After making up 
the deposit slips, Anna must take the money to the bank. 
This involves another trip across the river to the main 
section of Fairbanks. And the temperature hasn’t risen 
in the meantime. 


14 








Phe ski pants are handy. too, when Anna goes to the 
storeroom to help a customer pir k up an order of sup- 
plies. Here the thermometer doesn’t rise very higl 
either. 

Anna’s bosses—Lew Beyer and Jack Gourley—are en- 
terprising young men who have built an extensive busi- 
ness selling supplies to restaurants in Fairbanks and 
other communities in the Tanana Valley. in addition 
to operating their own restaurants. Lew started in the 
field when he was eighteen. “When my employer saw me 
wait on my first customer, he realized that | didn’t know 
anything about the business. but he decided to keep me 
on anyway.” Last year, with several years’ experience 
behind him, Lew persuaded Jack to go into business with 
him. Now they were in a position where they needed a 
good “girl Friday.” According to both men, Anna fills 
the bill to perfection. 


She joined them in November, shortly after they 
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Alaska gives to the 
usual facets of life 

a special twist of 

its own. Dollars 

turn to silver, easy 

to count, heavy to 
carry ...an office 
window reveals snow— 
falling in clouds 

or already heaped in 
drifts ...a 

finished hair style 

is sprayed, then 
moulded with wax 
paper 

for stay-ability ... 
wild, long-haired furs 


supply a chic—and 


fhove : 1 MUS ¢ love i studies the late sf Rode rs and Hamme rstein 
score. Below: “Miss Alaska” poses with Senators Bartlett of Alaska 
and Tong of Hawaii. 


PHOTO BY PAN AMERICAN WORLD AIRWAYS, NEWS BI REAL 


warm—look on city 


Streets ...a log- 


cabin home—sturdy, 


picturesque—boasts 
an ice-skating rink in 
its backyard where 
family and friends 
gather when it’s warm 


enough for exercise. 














Extra-curricular 
} 


years and 





activities- 


j 


moose. Later. friends drop in for an evening of brid 


settled in a new building across the river from downtown 
Fairbanks. Although the office is not completely organ- 
ized so far as furnishings are concerned, there is no 
disorganization in Anna’s files. She can tell you the 
number of cans of tomato paste in a case in less time 
than it takes to dial a phone number. And if you should 
have occasion to call to ask the price of a certain item. 
you can be sure that she'll quote you the latest figures. 
Price changes are recorded by this capable secretary the 
minute they reach the office. 

‘There’s no telling how much money we would lose 
if it weren't for Anna looking after things.” Jack tells 
everyone, And, of course, the customers are always 
happy when she keeps up with decreases in price as well 
as increases, 

Cost accounting never was a part of Anna’s studies in 
school, yet she is becoming an expert at figuring prices 
from invoices, keeping up-to-date unit- and _ case-lot 
prices, and extending inventories, all of which are ex- 
tremely important to her employers. She has found that 
accuracy is essential; profits are figured on a very nar- 
row margin in the restaurant business. 

Most Alaskan secretaries, particularly in one-girl 
offices such as this, do a little bit of everything. Anna 
is no exception. She doesn’t take much dictation; Lew 
and Jack prefer to write out in longhand the few letters 
they do send. They usually find that a word to Anna is 
sufficient . . . she can follow through with whatever needs 


to be done. Occasionally, (Continued on page 47) 
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flaskan style. Anna and Norma visit the University of Alaska Museum to gasp at the 


ue popecorn and tele l iston. 
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®@ THE WHOLE Town's talking about . dictating ma- 
chines. And a good part is listening to them. Not that 
Miss Gregg should feel slighted—she still has the upper 
“short” hand. Or so reports TODAY'S SECRETARY. 
whose reader-research department conducted a survey 
on “what today’s secretaries tell us about dictating 
equipment.” The following are the facts. . 

For every one of the TODAY'S SECRETARY bosses 
who do use dictating machines, there are two who do not. 
( However, such equipment is used in some section of 70 
per cent of the companies paneled.) Moreover. the ma- 
jority of the girls who still subscribe to shorthand do 
not feel that the use of dictating machines would make 
them more valuable to their bosses. This antipathy is 
not necessarily personal, for almost three-quarters of the 
non-users would be favorably inclined “if the conditions 
were right.” 

What constitutes “the right conditions”? In general. 
high-quality machines. bosses who are good dictators 
and suited for machine work. enough dictation to war- 
rant using the equipment. and material that lends itself 
to machine dictation. As our readers put it: “The more 
technical the work. the less eflicient are dictating ma- 
chines.” or “Some bosses find it easier to talk to a person 
than to a machine. Mine needs the personal reaction of 
someone familiar with his work.” 

Of course. some non-machine secretaries do have self- 
motivated objections to using this equipment. They feel 
such work is too impersonal. that their shorthand is 
faster and more accurate, and that dictating equipment 
causes wasted time for corrections, errors, and rough 
drafts, 
behind the “machine veto” is 


secretaries’ fear of losing their shorthand speed. 


: ' 
But the main reason 


the 
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True. some do. But only to an extent. For 90 per cent 
of the secretaries now working with dictating equipment 
still use shorthand in their daily chores. When it’s a 
question of personal notes, rushed letters, telephone con- 
versations. short memos, and even some regular corre- 
spondence. they pick up pad and pen. “Clinging loyally 
to shorthand because of the difficulty of learning it is not 
a valid reason for refusing the dictating machine,” em- 
phasizes one of our readers. “The latter is not meant 
to replace shorthand but to supplement it.” This com- 
ment sums up the attitude of those secretaries who live 
with both—and like it. 

And many do. Eighty-eight per cent of the secre- 
taries who now use dictating equipment stand behind it. 
A case of the conditions being right—-and the secretaries 
being conditioned. 

“machine secretaries” add an “if” 


But even these 


clause to their endorsements—the equipment must be 
high caliber. First on the “must” list is quality record- 
ing. followed by ease of operation, and correction and 
letter indicators. Next in order of importance are tone. 
speed, and volume indicators, easy back up. properly 
fitting headpieces, and weight, size, and appearance. 

As for Three- 


fourths of the secretaries claim that their employers 


bosses—there are few complaints. 
are either excellent or good dictators. 

If you've a doubt as to the importance of these secre- 
tarial opinions. consider this. Before machines were pup 
chased. 71 per cent of the girls were asked if they ob- 
jected to using the equipment. and almost as many what 
brand machines they preferred. So never underestimate 
your own power the boss doesn’t. 

And remember, three can live as peaceably as one 


you. your shorthand. and the dictating machine. 
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At YOU. like most of us. “all thumbs” when a note 
of sympathy is needed? Many people have more 
trouble with this than with any other kind of letter. And 
rightly so! 

The difficulty is chiefly emotional. At few other times 
are your emotions quite as aroused as when you ve just 
heard of a tragedy. Your heart is usually ruling your 
head. And, although a good letter needs a lot of heart. 
it also needs a measure of thought. 

“But.” you may ask, “won't I write more sincerely 
if | write in an emotional state? Won't I sound like a 
phony if I think about a letter like this?” 

That depends on how you think about it. A letter will 
sound phony if you spend your time wondering how to 
dress it up with flowery phrases or philosophical quo- 
tations. Instead, determine to eliminate tactless remarks 
that might make matters worse for the victim. Give seri- 
ous thought to any help or comfort you might be able 
to offer. 

You may be extending sympathy for any number of 
reasons—bereavement, illness or accident, loss or dam- 
age. You may be writing to a relative, a close friend, a 
mere acquaintance, or someone you've never met. You 
may be writing to a next-door neighbor or to someone 
across the country. 

The next time you have to write a sympathy note use 
the following procedure. As soon as possible after you 
hear of the occurrence, jot down exactly what you felt 
when you first heard the news—sort of stream of con- 
sciousness. Then go over what you've written. 

First, look for a simple and sincere indication of the 
sorrow or sympathy you feel. Open your letter with 
that. 

Next, eliminate from your stream of consciousness any 
clichés such as, “She is just away” and “taken in the 
flower of youth.” Now remove any tactless comments as: 

She’s really better off. 

(This may be your opinion but an offensive 
thought to the bereaved.) “ 

I'm especially worried about you because I had 
a cousin who died from the disease you have. 
(The afflicted one may get the feeling you're 
giving him a push toward the pearly gates.) 
How careless of John to forget to renew the 
fire insurance! 

(A finger-pointing remark guaranteed to remove 
John from the ranks of your admirers.) 

Once you have eliminated everything in bad taste, you 
are ready to put what is left into your letter. At this 
point, think about how you might be of help. Be as 
specific as you can. Most people hesitate to ask for aid 
if no concrete offer is made. A specific suggestion dem- 
onstrates that yours are not empty words. It shows that 
you mean what you say. And it will encourage your 
reader to ask for assistance even if the particular help 
you suggest is not needed. 


Now let’s discuss various kinds of sympathy notes. 
When There Has Been a Death 
You'll first extend sympathy, in as warm and sincere 
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a manner as you honestly can. For example: 


| was indeed sorry to learn of your mother’s 
death. May I extend my deep sympathy to you 
and to the members of the family. 


What sad news. Your husband's death is so 
very untimely. You have my heartfelt sympathy 


on your great loss. 


Your son’s death is sad and shocking. All of 
us extend deep and sincere sympathy to you 


and Mrs. Jones. 


I can't tell you how sorry we were to hear 
of your father’s death. We send you our sincere 


condolences and affectionate regards. 


We learned with profound sorrow of your 
sister's recent death. Our thoughts are with 
you, and you have all our love and sympathy. 


The news of your brother’s death has just 
reached me. I can't tell you how sad and 
shocked I am. Please accept my sincere sym- 
pathy. 

If you knew the person who died 
you will want to add something about 
your own esteem or affection for him 
and your own sense of loss. For ex- 
ample: 























I do want you to know how 
keenly Tom’s loss is felt here. 
He was greatly loved by all of us. 




















She was a wonderful neighbor 
and friend. She'll be sorely 














missed. 














His gay spirit and friendly 
smile will certainly be missed by 














many. 


She was loved and admired by 
all who knew her. 

















You will, I’m sure, find some 
consolation in the record of bril- 
liant achievement he leaves be- 

















hind. 








[ knew your brother for many 
years and always admired and 
respected him. 








Next, suggest any help or comfort 
you can, making your offer as firm as 
possible. For example: 


I'll see you before the end of 
the week. Be sure to let me know 
if | can bring you something 
from town when I come out. You 
know that I shop every day so | 
can easily pick up anything you 
need. 


I'll see you at the services on 
Thursday and will bring my car. 
So, in making arrangements, plan 
on my taking four or five people 


with me. 



































































































Why not plan to spend a few weeks—or what's going on, and your letters can help them do just 


whatever time you can—with us. We'd so like that. Cheerful and newsy are the watchwords for these 


to see you, and our calendar is pretty much letters 


open for the next few months. Youll undoubtedly say right at the start that you're 


Is there anything here I can attend to for sorry about the misfortune. But you should assume 
you? I know the Potter contract will be coming regardless of circumstances—that the reader is on the 
in and shall be glad to oversee the job until verge of recovery or well on the road. For example: 


you get back. ‘ 
Certainly surprised and sorry to learn that 


If you haven't already arranged for a baby youre in the hospital. But I understand you 


sitter for Thursday. please count on me. Unless came through the operation with flying colors. 


| hear from you to the contrary. ll come over What good news! 
about nine in the morning and stay as late as a vn — good — | 
you need me. though, to have to take it for such a reason 
We'll be in touch with you next week to see But knowing you, you'll be up and around in no 
how things are going. If there are any odd jobs time at all. 
a be done, just say so. As you know, they're Through the grapevine I hear you're up and 
John's favorite paswne. ibout so | expect you ll be back in action 
shortly. 
When Illness or Accident Strikes 
I saw Jane in the store today and am so glad 
“Mail call” is an important event for the ill and the to hear you're coming along well. 


injured. They're usually anxious to keep in touch with (Continued on page 46 
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THIS YEAR 
| RESOLVE 


— APPROACH of the New Year is a fine time to 
take stock. You can look back and see how you did 
in 1959 


1960. 


you can make plans for doing better in 


Are you satisfied with your progress? If you are. 
beware. Resting on your secretarial laurels is the fastest 
way to diminish them. If you are not satisfied, there are 
ways to increase the quality and quantity of your work. 
The feeling that you are doing your best will make you 
a happier secretary, and it will banish that common 
scourge, boredom. 

Recently. an executive paid his secretary a great com- 
pliment. He said. “Susan is remarkably eflicient. She 
is worth twice what we pay her.” If you look at your 
work the way hardheaded businessmen do. you know 
that almost everything that is done in business stems 
from one major goal--the desire to make a profit. A 
firm cannot afford to keep people who do not show a 
profit. And the best way a secretary can achieve job 
security, advancement, and increases in pay is to produce 
more. 

Here are some suggestions made by secretaries and 
bosses to help you contribute more to the success and 
growth of your company. They ll add to your own job 


satisfaction and pride as well. 


What's Your Production Rate? 


Before you can determine whether you are producing 
sullicient work to justify your salary and fringe benefits. 
you have to measure what you do. Perhaps you might 
adopt the simple procedure advocated by a mavaz‘ne 
editor. He insisted that his employees keep production 
records, His secretary recorded in a notebook the time 
spent taking dictation and the number of letters typed. 
pages of copy typed, manuscript pages copyread, galley 
proofs checked. pages of original material written, phone 
calls placed and received. 


Keeping track of her work took only a few minutes 
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a day. After a month, she discovered that 30 letters was 
her average daily output. in addition to copyreading 
and other tasks. She also found that transcription took 
twice as long as dictation. For instance. if her boss dic- 
tated for a half hour. she could tell him it would take an 
nour to transcribe the letters. 

When she asked for a raise. she took her notebook to the 
editor and showed him how much work she had produced. 
He agreed that she had earned an increase in salary. 

If you have no idea how much work vou do or how 
long various tasks take, you will find it interesting and 
worth while to keep a similar record of your day-to-day 


work. 


Get Down to Business 


One secretary who felt that she was not making much 
headway started a check list to discover the reason. 
Candidly. she marked down the time spent “getting 
ready to work” each morning. the actual number of min- 
utes spent on coffee breaks. chatting with co-workers. 
and waiting for work. 

To her dismay. she learned that it took a half hour 
to settle down every day. Coffee breaks consumed forty 
minutes. and she averaged seven personal phone calls 
daily. Most calls lasted at least five minutes. All told. 
she was frittering away an hour and forty-five minutes 
out of her eight-hour day. roughly one-fourth of her time. 

She resolved to slash this unproductive time. First 
step was to pick the most important project and start on 
that as soon as she sat down at her desk. It took self-dis- 
cipline the first week, but eventually it became a habit. 
Her next move was to limit each coffee break to the 
allotted fifteen minutes. When she was very busy. she 
skipped a coffee break. 

Finally, she asked her friends not to telephone her at 
work unless it was urgent. To those who persisted she 
would say, “I’m busy. so | can talk only a few minutes.” 
When a chatty girl called, she would tell her, “I'm sorry. 
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hut the other phone is ringing. Let me call you tonight.” 

Incidentally, personal phone calls rank high on the 
list of bosses’ pet peeves. One executive said, “There’s 
nothing more annoying than to buzz for my secretary 
and find that she’s discussing men and menus over the 


phone.” 
First Things First 


Even if you are strictly businesslike. you still may feel 
that you are not accomplishing enough. Take a good 
long look at your work. Perhaps you will find, as another 
secretary did, that you do all the jobs you like first and 
leave the others for “later.” 

This girl explained, “IT was supposed to dictate replies 
to customers’ inquiries, but I disliked this task. I did 
everything else first. By late Thursday afternoon, I'd get 
around to dictating. This meant that the transcriber 
couldn't do my letters until Friday, and customers did 
not receive answers until Monday. 

“| had to lick this bugaboo. | forced myself to tackle 
this particular task at ten o'clock each day, right after 
our mail arrived. It was easier to dictate replies when 
the inquiries were fresh in my mind—and I noticed that 
when letters were answered the day they were received, 
our sales increased.” 

Every proponent of better time management gives the 
same counsel: Tackle the hard or long job first. Get it 
over with. Then you can concentrate on the easier jobs 
without the shadow of less agreeable chores hovering 


over you. 


Cut Big Projects Down to Size 


\ legal secretary hated to start any project unless she 
could finish it in one sitting. So she did all the little 
tasks and kept hoping for a long stretch of time to finish 
a big job. Naturally, such a period never materialized. 
Before she realized it, the deadline for the project would 


approach. She then had two choices: (1) to work nights 
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or (2) to let everything else go for a couple of days in 
order to complete the task on time. The latter alternative 
delayed the rest of her work, so that she never was able 
to catch up. 

The solution to getting a big project done on time 
without undue pressure lies in breaking it into small 
parts. As the Chinese proverb says, “The journey of a 
thousand miles begins with a single step.” If you esti- 
mate that a job due in two weeks will take about ten 
hours. allot an hour each day to work on it. When you 
have extra time, spend it working on the project. Then 
if you are absent a day or are given unexpected extra 
work, you still will be able to finish the job by the dead 
line. 


Use Odd Moments 


\ secretary who stays on top of her work revealed a 
simple secret: Use odd moments. “Around five o'clock, 
when it's too late to start a new task, I list all the things 
that must be done the next day, in the order of their pri 
ority. Then I do my filing. It’s not hard to keep up 
with the filing in daily small doses—and it’s easier to 
find papers in the file cabinet than to hunt through a 
stack on the desk.” 

Another woman utilized the time spent waiting for 
assignments. “We either have nothing to do or we have 
three jobs at a time. When I’m not busy, | check supplies 
in my boss’ desk and mine, sharpen pencils, type en- 
velopes in advance, compose form letters that I can copy 
to handle the general run of letters, or read business 


magazines and mark articles of interest to my boss.” 


Look for Short Cuts 


Finding better ways to do your work is another pro- 
duction booster. A financial wizard once remarked that 
“Dispatch is the essence of business.” The smart secre- 
tary keeps this fact in mind. Analyze your work, giving 


sper ial attention to the most (Continued on page 47) 
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S Oxce tron a Time before the arrival of suffragettes 
and shorthand (not to mention the civilized male}. ladies 
of the Stone Age could afford nothing more decorative 
than a few dinosaur teeth. Yet even this meager finery 
was a problem. Trapping it required a primitive dentist 
and a friendly dinosaur. As for safeguarding this treas 
ure... well. a gal could only plunk ‘em down in some 
handy cave and hope for the best. 

Not so her descendants. While the world has been 
advancing from cavemen to cosmopolitans and cosmic 
views. something else has been advancing —a_ banking 
system. From the Greeks with their temple banks. 
through the Romans with their expendable cows, through 
the first public bank—-the Bank of Venice. 158 1— it has 
been growing. 

And the reasons for its growth are seven. the seven 
basic services banking can offer the modern Miss or Mrs. 

1. A safe place for valuable possessions. like money. 

Such valuables (up to and including dinosaur 
teeth) are sealed in vaults and strongboxes. Night de- 
posits are allowed for the forgetful, the just-plain-late. 
and those who honestly can't help themselves. 

2. The furnishing of money in whatever dimension 
the customer needs. ¢/ she leaves something in exchange. 
Cash. or even an 1.0.U.. will do nicely. 

». The advantages of a checking system for tired 
millionaires who can no longer carry about the burden 
of wealth. (Its convenient for the other nine-tenths of 
the population. too. ) 

1. Disbursement of funds. Money can be swiftly 
and easily credited from one locality to another. 

5. Loans. 

6. Financial advice. The complete information on 
all those uranium mines just below 142 Street and Times 
Square. 

7. Trust services. Bankers trained for the job will 
act for the deceased. or restrain those with too much life 
and too little will power. 

Not all banks, however. will supply this full roster of 
services. [It all depends upon which institution of higher 
finance is chosen; and the choice, for today’s secretary. 
is a large one. 

There are, for example, state banks and national 
banks. distinct in origin and administration but in prac- 
tical matters. economic twins. Telling them apart also 
involves: the Federal Reserve System (national banks 
are in but state banks have a choice). and the question 
of savings. There are no national savings banks. only 


state savings. 


It should also involve the word “national.” a collection 
of syllables that is part of every national bank's official 
title. 

Onee national and state banks have been safely cate- 
vorized. however. the secretary faces another dilemma 
a triumvirate of trust corporations, mutual savings banks, 


and commercial banks. 


Trust Corporations 


Banking trusts can and do safeguard estates bequested 
under a will. but thev also safeeuard funds for the liv- 
ing. This last arrangement is called. appropriately 


enough, a “living trust.” It is set up: 


l. to obtain specialized property management and 
expert advice. 


2. to establish a separate estate. 


5. to eliminate interruptions and delays. 
L. to test a future trustee’s administration. 


to obtain possible tax savings. 


6. to have income payable to yoursel| or others. 


There are few banking institutions in the United 
States devoted entirely to the business of administering 
trusts. Those that do exist. however. have three things 
to offer: a constant continuing guardianship that can 
not be disrupted by illness or death. proven responsibility 
backed by capital and reputation. and. of course, finan- 


cial experience. 


Mutual Savings Banks 


These are exactly what the name implies, a place for 
the average secretary to start piling up those millions. 
whether in pounds or pennies. A trip to Bermuda. a TV 
set. money for furnishing a large home .. . the answer 
may be a savings bank. Funds may be withdrawn at any 
time. Just be sure to deposit some of that important 
green stuff first. 

Mutual savings banks. those limited strictly to helping 
you pile up a fortune. generally pay more interest than 
the commercial or checking-account banks where savings 
may be only a small part of the entire operation. This 
does not mean that commercial bankers are parsimoni- 
ous by nature. It does mean that all the commercial 
banks are prohibited by Federal law from paying more 
than 5 per cent interest. Not so the mutual savings banks 
which operate under state charters only. 

On the other hand. a mutual savings bank, while 
offering advice, will not offer loans—except for real 


estate and mortgages. Not much else. That is one area in 
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Pictured above is some early currency. The 
Romans chose cattle, and these, when counted by 
the head (caput), became capitale —capital or 


money 








Juno 


(or Moneta) 
goddess of money — Early bank was a money 
Gold marked by changer’s bench (banca). 


wedge-shaped dies He broke it (ruptum) 
(cuneus—coin). when bankrupt. 
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Teller is taken from 
the Anglo Saxon, 
tellan—to count. 








a 
Lombard bankers of the 12th century stored gold, 
etc.,in strongboxes, issued paper receipts. These were 
used as money, 


forerunners of checks 
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which commercial banks can be more accommodating. 


Commercial or Business Banks 


A secretary who wishes to own anything from aard 
varks to autos can do it by borrowing money from a 
commercial bank, if she has the three C’s: character. 
collateral. and capacity to repay. Collateral here does not 
necessarily mean a material thing. It could simply be a 
good reputation. 

Besides loans, commercial banks may also handle sav- 
ings and trusts. Commercial bankers can and do give 
advice on purchasing, stock investments, and other finan- 
cial finagling (of an honest nature). But the primary 
business of this type of bank is credit through checks, 
checks. and more checks. They transfer funds from place 
to place at the scratch of a pen. 

It all begins when any secretary walks into her bank 
to open an account. Besides money, she gives informa- 
tion; just enough to convince the banker that she is not 
a money-mad Mata Hari in disguise. In return, he gives 
her two things—a checkbook. and a signature card. 
This last is to protect her against hand-writing experts 
who wish to practice with her checkbook. 

She now has at her disposal a powerful weapon and 
one with distinct advantages. In case of loss or theft she 
can stop payment of a check by phone or letter. She 
can transfer funds from one place to another by mail. 
She can use canceled checks as proof of payment. Above 
all, she can offer to pay any amount of money—just by 
signing her name. 

lt is that last advantage which has proved so often to 
be a lady's downfall. 

The English have a system for overdrafts. Pessimistic 
on the subject of budgets, the bankers of Her Majesty 
expect their customers to withdraw more than they have. 
For a time, the banks will even accommodate this delu- 
sion of riches—but only for a time. When the average 
citizen passes his allowable amount of overdraft, English 
patience and stoicism go out the window, and retribution 
sets in. 

American bankers avoid the unpleasantness that must 
follow by being initially less lenient. When an overdrawn 
check first presents itself at the door, they will probably 
pay if the signee has a good reputation. The second of 
fense will result in a letter from the bank and some nag 
ging doubts about the customer. Either her memory or het 
mathematics must be off. The third time ... as in base 
ball, so it is in banking. One, two, three strikes—you're 


out and your account with you. 





















There may someday arrive an hour 
when, despite her innocent expression, 
the secretary’s personal check will be 
refused. For example, in a community 
where she is unknown. In this case. there 
are three other instruments by which 
payment can be made. 

A certified check is a personal check 
guaranteed by the bank on which it is 
drawn. The teller or cashier of the bank 
stamps it “certified” and signs his name, 
obligating the bank to pay. These should 
never be destroyed; return them to the 
bank. 

A cashier's check is one drawn by the 
hank itself and signed by a bank officer 
such as the cashier. It is an obligation 
of the bank and not of the individual 
depositor. 

A hank draft is a bank’s check drawn 
on its account in another bank, called 
a correspondent bank, in another city. 
Banks, like individuals, maintain such 
accounts, but they are largely for the 
bank’s 


depositors. The depositor arrives in a 


convenience of the individual 
distant city and finds her funds waiting 

-without having run the risk of theft or 
loss while traveling. 

Bank drafts are useful even when the 
secretary is traveling farther afield to 
London or Paris, for example. Dollars 
are not used here, since these symbols 
of a Yankee economy are never sent 
abroad. The American bank will in- 
stead draw a check upon its frane deposit 
in the French bank. This france deposit 
will be built up again when some French 
secretary coming to New York wants to 
buy dollars with her francs. 

Still another idea for the traveling 
secretary is Travelers Cheques. These 
are usually bought in denominations of 
$10, $20, and $50 at a cost of $1 per 
$100. Signed by the purchaser in the 
presence of the seller and then counter- 
signed when funds are needed, these 
checks are acceptable anywhere from 
Rangoon to Istanbul. 

Then there is the Traveler's Letter of 
Credit. This is a printed communication 
addressed by the bank to its foreign 
correspondents (most large U.S. banks 
have correspondents in every important 
city in the world). Miss Secretary has 
only to present her letter when funds are 
necessary and she can see Europe trail- 
ing pounds, francs, and marks behind 
her. 

All this she can do because the bank- 
ing system of America rests on a solid 
credit foundation—thanks to the panic 
of 1907 and the Wall Street crash of 
1929. The end result of both misadven- 
tures was the Federal Reserve System. 
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Despite the huge question mark it 
forms for most people, the Federal Re- 
serve Banks are very like an ordinary 
country bank. Both are stock corporations 
and both receive deposits. Both handle 
checks and both make loans. But. . . the 
Federal Reserve does all this on a larger 
scale. 

And three things it does that no system 
of country banks could ever do. 

l. It holds the legally required “re- 
serve’ deposits of commercial banks, and 
through its power to increase or decrease 
these reserve requirements it influences 
the amount and the availability of credit 
or money. 

2. It puts paper money and coins into 
circulation through commercial banks to 
meet the demands of the public. (About 
$28.000,000,000 of the approximately 
$31,000,000,000 of money in circulation 
is in Federal Reserve notes. Almost every 
bill of more than $1 denomination is 
likely to be such a note.) 

3. It supervises a sizeable part of the 
nation’s banking system. 

The whole Federal Reserve System—it 
includes twelve Reserve banks in major 
cities throughout the country and 24 
branches in smaller financial centers— 
is supervised by seven men. 

These are the Board of Governors of 
the Federal 
based in Washington. They are appointed 


Reserve System who are 


by the President for rotating terms of 
fourteen years—with Senate approval. 

Half of this country’s 14,000 commer- 
cial banks are members of the Reserve 
and hold 85 per cent of the nation’s bank- 
ing resources. Approximately 13,500 are 
members of the Federal Deposit Insur- 
ance Corp. or the F.D.L.C. 

(The F.D.L.C. is a government agency 
which exercises indirect supervision of 
the banks by refusing or agreeing to 
insure each deposit account for amounts 
up to $10,000.) 

To become an “insured bank” the 
institution must: be acceptable to the 
F.D.LC., pay its insurance premiums, 
make periodical reports, and be subject 
to periodic examination by the F.D.LC. 

Examinations are not, of course, lim- 
ited to the F.D.L.C. During the course 
of a single year, a whole parade of 
suspicious accountants tramp through 
the bank foyers. They come from the 
F.D.LC., from the Federal Reserve Sys- 
tem, from the state auditors department, 
and from the Comptroller's office of the 
Federal government. 

In addition to all this, however, there 
is still another safeguard any secretary 
may apply—good old common sense. 


(Continued on page 52) 











BANKING TERMS 


Bank Deposits are obligations of one 
bank to another. 


Demard Deposits are funds, such as 
checking account balances, which may be 
withdrawn in whole or in part at any time. 
No interest is paid on demand deposits. 
Savings Deposits are funds accumulated 
for special purposes or as cash reserves 
for the future which earn compound in- 
terest. [It is common practice to permit the 
depositor to withdraw these funds without 
advance notice of intention to do so. How- 
ever, banks can require such notice. 


Federal Advisory Board. A group of 
twelve citizens, each elected by the Board 
of Directors of a Federal Reserve Bank. 
usually from among bankers of its dis- 
trict. Meets at least four times a year to 
confer with the Board of Governors on 
business conditions and to make advisory 
recommendations regarding Federal Re- 
serve matters. 


Federal Open Market Committee is a 
group of twelve men (seven members of 
the Board of Governors and five of the 
twelve Reserve Bank presidents) who 
make policy for open market operations 
—that is, the buying and selling of securi- 


ties in the open market. 


Kiting is a practice using a piece of fic- 


titious commercial for raising 
money or to sustain credit, such as a check 


which represents no deposit in a bank. 


paper 


The ambitious “kiter” may draw a check 
in St. Louis on a bank in New York, then 
reverse the proceedings without having 
the cash to cover either check—something 
not discovered until the checks arrive at 
the different cities. 

Blank Endorsement (merely your signa- 


ture) transfers title of check to bearer. If 
check is lost, the finder may cash it. 


Special Endorsement names the person 
who must next endorse the check. 


Qualified Endorsement (without re- 
course) transfers title to check without 
making endorser responsible for payment, 
“Pay to Henry Jones or order without 
recourse . . . John Brown” 


Restrictive Endorsement limits further 
endorsement or controls check proceeds. 
“For deposit only... John Brown” 


Monthly Statement is an accounting 
form issued to the depositor at the close 
of each month. It shows deposits in and 
withdrawals from the checking account 
during the month as well as the opening 
and closing balance. 
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Fashion interests women of all ages—note Anna deep in conversation with a potential beau 
Our cover girl wears a heured Sweater in light blue equally at home on the sh slope sors alter 


ski parties Zipper closing for qu ki changing Styled by B hite Stag. $22.95. 
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A. A “must” in an Alaskan wardrobe—a new parka. Anna picks one in black velve 
_— teen. White wolf frames the hood: silver rickrack adds a decorative touch. Lined in 
Borg pile. Designed by an Eskimo woman for Wright Alaskan Parkas (sold ex 
clusively in Alaska by the N. CC. Company). Parka. $89.95. Matching velveteen 
pants. $12.95. B. Plain enough for the office, pretty enough for lunch and dinnet 
dates—a shawl-collared dress in bright red wool. About $18. Matching pin and 
earrings for dress-up occasions. C. The buttons switch to the back in another double 
duty dress. This. a lavender plaid, has its own corsage. By Betty Barclay. 516.95. 
D. Separates play an important role in a secretary's wardrobe. Just about perfect——a black 
wool skirt and vest by Miss Pat of California. Vest, $8.95. Skirt. $14.95. Add a dacron. cotton 
blouse for easy wear and care. A Shapely Classic. $7.95. & To her ski sweater. Anna adds 
stretch ski pants in wool/nylon. By White Stag. $39.95. White boots. fully lined, are Sleigh 


Bells. $13.95. (Consultants: Mrs. Ellen Kidder and Mrs. Lilian Savaria.) 
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{nna Lekanof likes clothes— 
chooses them with care 
under the guidance of experts 
at the Northern Commercial 
Company, an institution 
whose roots are deep in 
llaskan history. For fashion 
is important... 
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ARE YOU FAILING 


BOOST YOUR SHORTHAND SPEED 










Look What Users of 
Dictation Discs 
Say About Them! 


“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 

MRS. R. L. HENDERSON 
Portland, Maine 


“I am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.”’ 

MISS BETTY BURNS 

Route 1, Box 69 

Valdese, Ne. Car. 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.” 

CAROL WETZEL 

Dayton, Ohie 





“I like to use records for my 
shorthand classes ...I find 
the Dictation Disc Com- 
pany’s records fit my needs 
wel) for practice and speed 
building.” 

MRS. VIRGINIA RANKIN 

Twin Bridges, Mont. 
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These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 
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Prudential Insurance Co. 
Western lei MESSAGE TO TEACHERS 
Eastman Kodak 
Tempo Aircraft 


With Dictation Disc recerds repetition is the 
fundamental key to speed. This is so because 
every record we have is made up 75 per cent or 


National Carbon Co. more of the thousand commonest words—and 
International | the thousand commonest words represent 75 

Correspondence Schools | per cent or more of running English. Every 
Socony Mobil Oil Co. | time your students play Dictation Dise records 
Federal Reserve Bank they are getting infinite repetition and addi- 


tional skill on 75 per cent of all the running 


Tennessee Valley Authority matter that will ever be dictated to them. Con- 


LaSalle Extension | 


: ‘ sidering this you can well imagine the vast 
University | speed gains that can be made through Dictation 
Central Railroad of | Discs. Over 8,000 shorthand teachers have al- 
New Jersey | ready displayed their interest in Dictation 

. PLUS MANY MORE Dises for their students. 


Dictation Disc Co BE 


170 Broadway, New York 38, New York 
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SHORTHAND? 


PASSING GRADES—THROUGH RECORDS 


Here is the quick, easy, modern way to develop 
shorthand speed and accuracy. 





Dictation Discs provide the best home dictation 


practice 


BRIEF FORMS AND PHRASES 
AND SPECIAL VOCABULARY 


vou can have—inexpensive live dictation 
at home, by our staff of expert dictators. Snap your 


finger, or 





rather, flick the switch; and one of our 
teachers starts dictating to you at whatever speed 
you select. All the material he dictates is specially 
selected and timed, calculated to build 
speed quickly through planned repetition practice 

developing rhythm, a smooth, flowing writing style, 
and consequently speed. All this at your own con- 
venience. With records you're never limited. You 


15 minutes dictation 
on each 45 rpm record If your current speed range is 


70 words a minute or below then 


precision these two sets are a must for you. 





Special Set No. 38 comprises 
31 different business letters con- 
taining 2,442 repetitions of the 
BRIEF FORMS and 572 repeti- 
tions of the PHRASES, 
in speeds of 60, 70, 80 and 90 
WPM. Each of tie four records 
contains every brief form. 


SHORTHANE 
it. et eee eS 
ORD 


RE« 


choose your own speeds and keep writing just as long 
as your hand feels like moving, and each succeeding dictated 
day you’re writing faster and faster. 

Remember your shorthand is one of the most im- 
portant subjects you st 





45 minutes dictation 


udy in scl “ours "tne 
dy in school. Your shorthand oo ak a, 


speed determines your income and the job you will 








Special Set No. 39 contains 

get and hold when you graduate. more than 2,000 repetitions of 

the 500 COMMONEST WORDS 

To get the Dictation Discs you want—send no / iy ik dictated into 31 different letters, 

money now. Simply check the ones you want in the = j also in speeds of 60, 70, 80, and 
coupon and mail in at once. When your records arrive —— ; j 90 WPM. 











pay the low price indicated plus C.O.D. and handling 
charges. Or enclose cash, check or money order now 
and we will ship your records postpaid. Either way 


ASK YOUR TEACHER ABOUT 
DICTATION DISC RECORDS. 


Dictation Discs MUST do everything we say they 

will or you may return them for full refund. Mail 
. , 10 minutes dictation 

T , 

the coupon now. on each 78 rpm record 


DICTATION DISC COMPANY 


78 rpm 


DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED -$5.25 per set 
Set No. 61 
60, 70, 80, 90 


3 records—2,500 words 





170 Broadway, Dept. TS-1 


New York 38, N. Y. 45 rpm 4-record sets $5.75 ea. 


Set No. 62 
90, 100, 110 
> . . Set No. 38 Set No. 41 Set No. 44 3 records—3,000 words 
Please send me the records indi- 60, 70, 80, 90 wpm 60, 70, 80 wpm 100, 110, 120, 130 


cated. On arrival I will pay price 





+ records—brief forms 


4 records—32 different 


4 records—7,000 words 





i 
| | 
| | 

‘ " ‘ : & phrases, 31 different letters, 4.000 words of Complete Course 
indicated plus COD and handling letters, 3,570 words of dictation on 78 rpm. $14.50 
° dictation P = 

l charges. | must be delighted or Set No. 50 ee 
7 . Legal Dictation 

| Mays ret urn record \s in 10 day 5 4 records—5.000 words | 

| for full refund Set No. 39 Set No. 42 of ftegal dictation 

AVI re a. 60, 70, 80, 90 wpm 80, 90, 100 wpm speeds 80 to 120 wom 33% LP $8.75 per set 

+ records—500 common- 4 records—32 different ] Set No. 71 

| ne : F ay , 4 est words, 31 different letters. 5.000 words of Complete Course ; 4 | 
| enclose full payme nt now, letters, 3.426 words of dictation on 45 rpm $18.75 60 to 100 

| j ; lictation 2 records—7.000 werds | 

please ship records postpaid. ge Includes Sets 41. 42, 43. 
| and 44—16 records, 119 | 
| al! different business 
letters 25,000 Set No. 72 
| | Set No. 40 ] Set No. 43 words of dictation, 5 90 to 130 | 
NAME 40, 50, 60 wpm 109, 110, 120 wpm different instructors 2 records—10,000 words 
|} Same as above, 
| 4 reserde=83 Gthore nt ‘ Ray ee but including Sets | 
letters, 2.500 words of etters, 6.000 words o No. 75 . 
| ne dictation dictation e. 38 & 39 326 Complete Course | 
| on LP. $16.50 
4 records—60 to 130 

cay 1ONE___STATE ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. wom | 

be | 
January, 1960 29 








TOT EVERY WOMAN is born a mod- 
ern Helen of Troy, but what nature 
hasn't achieved perhaps the cosmetic arts 
and a little artful make-up can. From 
foundation to finished loveliness should 
be only a few steps for every woman— 
the steps she takes in putting on a pretty 
face. 

First on the agenda, though, is that 
face described as clean. 

Mascara and other persistent cosmetics 
can be whisked away gently with a lotion 
cleanser. It's easy to use and easy on 
your skin, but no cleanser is a permanent 
substitute for that reliable soap and 
water. Even water by itself can be a 
beauty boon. 

Each morning between yawns splash 
it on, alternating between cold and hot. 
Finish, whatever the temperature, with 
a last chilling splash. This will stimulate 
the circulation and tone up your skin, 
be it dry er oily. 

If it is dry, then a moisturizing cos- 
metic may be indicated before make-up; 
if oily, try an astringent. But in either 
case, remember the trouble spots: your 
neck and the area right beneath your 
eyes where those late-evening shadows 
collect. Moisturizing creams are always 
welcome there. 


Make-Up Base 


Begin with a foundation base, in 


liquid, cake, or cream form. A_ wide 





HAIRSTYLE BY COIFFURES AMERICANA 


choice for anyone but the girl with very 
oily skin. She can only veto them all. 

For dry skin, try a liquid base in the 
shade that most closely matches your 
own skin tone. 

The decision made, you need only 
apply the base of your choice. With a 
cake base, this is fairly simple: all you 


30 


need is a puff and five fingers. The liquid 
and cream versions call for a different 
method. 

Dot the base on forehead. nose. cheeks. 
and chin: then spread it, working in up- 
ward and outward strokes. Blend it in, 
then reach for the nearest Kleenex and 
eliminate the excess. 


Cosmetic Camouflage 


Foundation bases are excellent but 
they are not the scientific cure-all for 
freckles, blemishes, and wrinkles. They 
were meant to cover your face, not na- 
ture’s deficiencies. 

The remedy for that lies in a series 
of items on the market: Deidré’s “Illu- 
sion Wand” is one. This creates magic 
dimples or hollows in the cheeks or 
shortens, narrows, and chisels the nose. 
Max Factor’s “Erase” is another—a stick 


to chase away unwanted lines. 


Rouge 

They re seeing red—cosmetic authori- 
ties in a new “War of the Roses.” The 
battle lines are drawn, and the battle 
cries come out this way. 

Some experts feel that rouge is neither 
for color nor for contour shadows, that it 
should be used only as a “pick-up” for 
the face. Cream rouge is favored; liquid 
taboo. 

Since rouge is not applied to create 
the illusion of different facial contours, 
it can be applied in the same area with 
every shape face—be it oval, full, square, 
or slim. In every case, it is placed on 
the cheekbone and blended up into the 
hairline. Both the eye and the nose 
areas should be avoided, since rouge 
will emphasize defects. 

Not so, says the opposition party. 
Rouge has not one definite purpose but 
five. It should be worn to break up the 
planes of the face, to create the illusion 
of higher cheekbones and larger, brighter 
eyes. Rouge beguiles attention from shad- 
ows under the eyes and detracts from 
large, uneven features. 

Best of all is liquid rouge: pink for 
fair or creamy skins, red for the olive 
or ruddy skin, and coral for blondes or 
redheads. 

First step, blend in. For a broadening 
effect, brush your rouge into the hair- 
line; for a narrowing illusion, keep it 
well forward. 

Confusing? . . . Cheer up. You can 
always try both methods and decide for 
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FACE 


yourself, or even begin a war of your 
own. And one thing the feuding Hatfields 
and McCoys of the beauty world do agree 





on—spread rouge with the fingertips 
only. You are not adding color to a 
Van Gogh: just tinting your own most 


precious masterpiece, your face. 


Powder 

A puff of powder on a powder puff 
is a powerful weapon, if it is used cor- 
rectly. 

Powder should be dusted on, lightly. 
It should be patted on, never rubbed over 
the face—especially if you have used 
a moisturizer beneath your foundation. 
The nearest Kleenex tissue will remove 
any excess much better than you can. 

Those dusting and patting procedures 
should be kept to a middle road for that 
natural look—right down the center of 
your face. The outside edges can fend 
for themselves. 


Eyebrows 

Unless these are chiseled perfection, 
some trimming is in order. But to follow 
the ups and downs of your brows cor- 
rectly, you must also follow some rules. 

Your eyebrows should be plucked from 
beneath, and the small hairs coaxed out 
in the direction in which they grow. 
Brows should begin just above the inner 
corner of the eye, and end so that a line 
drawn from the brow to the outer edge 
of the eye makes a 45-degree angle. The 
highest point of your brow should be 
two-thirds of the way along the line. 

When drawing on your brow, brush the 
natural hair lines down, and_ pencil 
above the line of the natural brow. Then 
brush up the hairs to meet the pencil 
markings, and brush the lines for soft- 
ness. 

Use your pencil with light, feathery 
strokes. The secret of using cosmetics 
properly is to make the artificial look 
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natural. Nothing will disillusion Prince 
Charming quicker than a heavy, over- 
drawn evebrow line some one-half inch 
above your natural brow. It isn’t pretty. 
It is grotesque. 

One other tip: if your eyes seem too 
close together, start your brows farther 
from your nose than the beauty books 


advise. 


Eye Shadow 

\fraid of your own shadow? .. . not 
with the neat new pencil containers that 
make nary a slip. The result is pretty, 
pert. and permissible. 

Begin by powdering the area above 
vour eye, then apply—but only to the 
lid itself. not to the bone. (Doing it this 
way gives the illusion of a higher brow.) 
The starting point is just above the inner 
corner of your eye, unless your eyes seem 
set too close together. In that case, use 


the trick of beginning farther out. 


Vascara 


Next comes mascara, but not in the old- 
fashioned manner. Today, items like the 
Harriet Hubbard Aver ~“Roll-O-Matic” 
make application simple. Just roll it on 
from below and above, then watch your 


lashes curl. 


Eye Liner 

Whether it’s the liquid or the pencil 
form that you choose, the result should 
always be the same .. . larger, more 
interesting eyes. 

With liquid ... dip the brush into the 
hottle cap after stirring. Hold the 
brush as you would a_ pencil. Rest 
your pinkie on the right cheek, and 
make tiny lines close to the eye lid, 
starting either one-third of the way over 
or just where your lashes begin. Continue 
the line to the end of the eye. For the 
eft eye. keep your hand in the same 
position but work in the opposite diree- 
tion. from the end of the eye across. 

Extending the line in a winged tilt 
vill result in a smiling, good-humored 
expression, 

Lines drawn beneath the eyes with 
pencil or liquid should not touch the 
outer corner. Use feather strokes through 


the roots, 
Lipstick 
For that finishing touch, lipstick in 


one shade or many. 


(Continued on page 50) 
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“Well, Marcy, | hear you were quite the 
forward at Creek High.’’ 


BY KIM BARCLAY 


"PRINT YOUR NAME _7 a am 
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IMPULSION 


ALMOST EVERYTHING WE DO, ~ Cx 
er 





By Roberta G. Pavlu 


20 
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7 (406) 
I hich is based on Chay One through Ten of the Gregg 
lard »rds each, so th our reading speed. 
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STICK TO YOUR GREGG 


by Flore Ce Klaine Ulrich, Dire 


7 stated in vour article “Hrite It 
Right 


could not imagine a 


(November issue) that vou 
secretary without 
shorthand sh ills. {las. such was / 


I had been a 


quite a time, as the legal offices where 


“machine secretar\ for 


| worked did not require shorthand. 
when | realized 1 could not go any /ur- 
ther without that skill. Taking care of 
my four children did not leave much 
time for attending school, so 1 decided 
to tackle Gregg on my own. 

Several months ago. 1 obtained a post- 
tion with a law firm—with the under- 
standing that | would use a dictating 
machine in the beginning. eventually 
However, 1 


started using Gregg the first day and 


working into shorthand. 


continue to do so. My shorthand is al- 
ways improving, but my notes are still 
somewhat sloppy and hard to transcribe. 
Wy employers are thoughtful and dictate 
slowly for my benefit, but this leaves me 
vith a less-than-satisfactory feeling. 

] am most anxious to improve my notes 
and to increase my speed—and am try- 
ng todo so...” 

Mrs. Mary J. 


Portland, Oregon 


Hutson 


/ nuary. 1960 


We congratulate Mrs. Hutson on her 
resolution to learn shorthand and_ her 
desire to periect it. Especially when we 
think of the young men and women who 
are frittering away the future through 
indifference and lackadaisical effort dur- 
ing this. their training period. 

Shorthand and typing. bookkeeping 
and filing. or any of the subjects that 
contribute to your development in the 
secretarial course may sometimes appear 
to lack the glamour of other subjects. 
But not if you have the right point of 
view and a view pointed toward the 
future. 

An exemplary specimen of shorthand 
has just reached this office. It was writ- 
ten by a young man who is studying 
fine arts and aspires to teach the same. 
He tells us that in addition to learning 
Gregg (which he did in four months 
without the aid of a teacher) he made 
use of a stay in Madrid to master the 
Spanish system of shorthand. He now 
writes both styles excellently. Also, he 
has learned to speak and write several 
languages so that he will have a choice 
of countries in which to work. 


We do not expect all of vou to match 


this young mans eflorts, but what a 
wonderful way to begin preparing for a 
career—a happy and stimulating on 
How easy it is to utilize one’s time 
profitably, creating mental and _ profes 
sional resources that make life interest 
ing—and others interested in you. 

What are you doing along these lines? 
Jot down your activities during the past 
twenty-four hours. aside from eating and 
sleeping. Do your notes show real prog 
ress toward achieving your goal? Or 
could you do more? 

Obviously, your first step toward a 
successful career is to become a good 
secretary. In addition to typing and 
shorthand, you must learn to handle 
other office routines and procedures. 
You must cultivate a professional atti- 
tude toward your work and co-workers. 
You must develop a breadth of interest 
that will enable you to accept respon- 
sibility on a junior-executive level. The 
time you devote to acquiring these skills 
should—and can—be interesting and ex 
citing now, as well as profitable in years 
to come. But you must be sufficiently 
concerned with business to train dili- 


gently and determinedly. 








What better way to tick off your prog- 
ress than by preparing for and passing 
the tests provided by this department. 
We offer a series of attractive certificates 
and pins that you may qualify for in 
filing: 

alphabetical filing 
filing procedure 
geographic filing 
subject filing 
Successfully completing these tests not 


only helps you learn but gives you a 





gratifying sense of accomplishment. And = This maroon simulated-leather, gold-em- 


you must become proficient in the ele- | bossed book has five glassine envelopes 


ments of filing to handle assignments in that hold the 32 certificates you can 


a business office. Secretaries do have to earn. Each one marks a milestone on the 

file—and locate what they have filed road to a worth-while career. 

away. Make your resolution now to obtain 
In addition to filing-proficiency tests, an Achievement Album this month—and 


there are certificates to be obtained for to fill it in the months ahead. It is such 


shorthand, typing. bookkeeping. and — determination that makes Mrs. Hutson’s 


transcription skills. Having earned these — letter a guidepost for all of you, that 
credentials, you ll want to show them off — separates the successes from the “should 
in a Gregg Achievement Record Album. — have beens.” 





JUNIOR 
OGA 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth. fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may ust 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 





—oO 7 ay ry ad * p 
na ~w.-—t * “< naa or e: a 
a 2 “ 7 : Pats — Vas . 

















SENIOR 

OGA 

This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 


write anybody-can-read-it 
Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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| 
| TEN RULES FOR SPEAKERS 


| When you are asked to make a speech, do you shake and J UNIOR 
shiver, suddenly doubting your ability to talk? If so—perhaps _ 
these suggestions will make your task easier: O A | 


2. Be convinced that what you have to say is well worth 
listening to. 


Candidates who wish to qualify for 
the Junior OAT Award are to submit 
‘ «. . . a copy olf the nece € titled 
3. Start your speech with an attention-getter. " Ral . Si oe : 
t Lules to wakers, 


| 

| 

| 1. Prepare your speech well in advance. (Order of Artistic Typists) 
| 


4. Put your audience at ease. 
» : . : Check your work for (1) neatness (type 
5. Win your audience to your point of view. clean and clear) and good placement 
~* . ° ° (2) ace racy nost ike verso 
6. Give your audience examples or case histories to prove saanesciihdis cian Aah aaiviaa 
: morraphic errors, ’ Unita? 
your points. 


indentation. and (4) correct spelling 


7. Stick to your subject and don’t go off on a tangent. and punctuation 





8. Keep well within your time limit. 


so 


Summarize your remarks to help your audience remem- 
ber them. 


12 Street, New York 36, New York), 


10. Wind up your speech with a clincher, so that your audi- | 
ence will want to act on your suggestions immediately. TO GET TOUR AWARD 
| Mail ,vour work to the Gregae Awards 
| Department (16th Fleer, 330 West 
| | 


accompanied by the correct fee 1S 

cents for each certificate; 50) cents 

for each OGA, OAT, or 50-word 

CT pin; 75 cents tor each higher- 

speed CT award. * Be sure sour name 

and address appear on your paper. 

| ° Any group eof papers submitted 

should be accompanied by a typed 

uw, | li-t of names, designating the award 
: desired by each candidate. * Test ap- 
| plications received without fees are 


held thirty day» only. * Each Compe- 








can Teer 7 TRANTAC AADpmMpD:ATTAYVC I eal TTADT: tent Typist Test must be certified by 
NET INCOME OF LEADING CORPORATIONS FOR st QUARTET! ! 
the timer. The certification should 
_— , én | read as fellows: “I hereby certify that 
i 4 n re) Voilar 

“ } | Ll timed this test ter exactly ten min- 
| | utes and that it was written in ae- 
- — . <a : | cordance with the cules.” * January 

Reported Net Income After Taxes } 
‘ 7 sie ana copy is geod as membership tests for 

try Groups First Qr.--1958 ~ First Qr.--1959 


OAT. CT Cpage 38). and OGA awards 


until February 25, 1960. 
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{ : arell ou 1547, oS} 2, 362,94 corrected copy ol the rough draft 
Total Afanufacturing ~ < Stes $asseetecs. which appears alongside. 


Use plain white paper and 
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SANUARY COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line you 


copied completely and add 1 for each additional 5 strokes typed. To get the 
uross speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five 
errors disqualifies a Competent Typist Test for an award. 





(This copy should be double spaced.) Words 


Most of us think of a bank in connec- 
tion with savings and checking ac- 14 
counts or as a place where we can keep 2: 
our money safely. At certain times we 29 
might even have occasion to borrow _ 36 
money from a bank, either to finance a_ 44 
new automobile or purchase a new 51 
house or go into business for ourselves 59 
or meet some emergency. 64 

While savings and checking accounts 71 
are two common services offered by 78 
many banks today, these services did 85 
not bring about the development of 92 
banks. Since the beginning of time, 100 
there have been different classes of 107 
people. In early periods there were two 115 
classes—the rich and the poor. Then 123 
the middle class rose in importance, and 131 
today we have many gradations of the 139 
basic classes. But it was in class differ- 147 
ence that banks had their beginnings. 155 

For example, if a man wanted to buy 162 
his own land, he had to find a wealthier 170 
man to lend him the money. The 176 
wealthy people lent their money gladly 184 
to their poorer contemporaries, forthey 192 
found that by lending money they 199 
could make even more money. They 26 
had the borrower sign a contract prom- 213 
ising to pay back a certain amount 22 
within a definite period of time. 227 

There would be a charge for the 233 
length of time it took the borrower to 241 
repay the loan, which was called in- 248 
terest. This borrowing and lending of 256 
money spread so rapidly that private 263 
banks were organized by individuals. 271 
Venice had private banks before its 278 
senate formed one; London goldsmiths 286 
began their own banks, while Amster- 293 
dam was among the first*to establish 300 
commercial banks. 304 


-1 


th 


Words 


In addition to lending money to in- 
dividuals and businessmen, banks be- 
gan to accept deposits from people 
who were afraid that thieves would 
steal their money. Their deposits 
opened a new source of income for the 
bankers. Since the depositors did not 
need their money right away, the bank- 
ers invested the cash in other busi- 
nesses, making a profit for themselves. 

These investments helped the growth 
and development of industries and 
cities, for the bankers directed cash to 
the enterprises and industries in need 
of support and helped new businesses 
to grow. Thus, as banks prospered, so 
did industries and even countries. 

The primary functions of the first 
banking systems were lending money 
and investing it. The banks of today, 
having changed in the past two cen- 
turies, offer a multitude of services. 
People no longer go to banks only 
when they’ have to borrow money. 

It is certain that a banker of years 
ago would be surprised if he could visit 
one of our modern banks. Perhaps ob- 
serving a drive-in teller, he would see a 
young businessman cashing his pay 
check or maybe a woman discussing 
her checking account with the teller. 
Another man might be paying his tele- 
phone bill at a special window as his 
wife buys traveler’s checks at a still 
different window. The banker of years 
ago would even be more surprised to 
see the huge lot behind the bank build- 
ing where people from all walks of life 
park their autos while they go into the 
bank to conduct their business. Yes, 
he would hardly recognize our banks. 


311 
318 
325 
332 
339 
346 


361 
368 
377 
384 
391 
399 


539 


608 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Rose Elliott 
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TRANSCRIBING SPEED PRACTICE 
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aboxial 
abduction 


aberration 
absorption 


accommodation 
achromatic 


acuity 


acyanopsia 


adaptometer 
adduction 


omaurosis 
ambiopia 


amblyope 
ametropia 


amphiblestritis 
anaphoria 


anastigmatic 


aniseikonic 


anisocoria 
anisometropia 


anomaloscope 
anopsia 


anterior 
aperture 


aphakia 


aqueous 


asthenopia 
astigmatic 


astigmatism 
axial 


axis 
besiclometer 


biconcave 
bifocal 


binocular 
campimeter 


canaliculus 
carcinoma 


cataphoria 
cataract 


cataractous 
chorioid 


chromasia 
chromatometer 


cilia 
ciliary 


circumlental 
clinometer 


congenital 
conjunctiva 
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Optometry Terms in GREGG SIMPLIFIED 
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Compiled for Today’s Secretary by Thomas Penfield, Editor 
Optometric W orld 


contact lens 
contractile 


convergence 


convex 


copiopia 
coreometer 


cornea 
corneal 


corona 
cortical 


Coruscation 
curvoture 


decentered 
dextroversion 


diaphanous 
dichromatic 


diffusion 
dilation 


diopter 
diplopia 


divergence 
duction 


ectocornea 
entropion 


erythropsia 
esophoria 


esotropia 
eversion 


excurvation 
exophoria 


exophthalmos 
far point 


focal 
fovea 


fuscin 
fusion 


glaucoma 
halometer 


haploscope 
hemeralopia 


hemianopia 
hemiscotosis 


heterophoria 
hyperopia 


inclinometer 
inflammation 


intraocular 
iridal 

iris 

iritis 
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keratoconus 


keratometer LO 
lacrimal — “tt i 
a 
lateral a 
loupe hone 
Maddox rod (/ Le 
- wW = 


megalocornea ee 


microphakia we 
a ~* 
microphthalmos —_ 


miosis _—& 


miotic 
monoblepsis 


monocular 


mydriasis 

myopia a <4 
myopic an on 
near point , 
nebula cA 
nystagmus 3 — 
occlusion ol —_ 
ocular on OS 
oculus nF 
opacity & 
ophthalmic aw 


ophthalmology 
ophthalmometer 


ophthalmoscope 
ophthalmotonometer 


ophthalmus »-= 
optician or 
optics Za 
optometer | 


optometrist 
optometry 


orbit 
orthophoria 


orthoscope 
oxyblepsia 


palpebra 
papilla 


parablepsia 


vt Ls 
my 


parfocal 6 

: —— 
pellucid c,- 
penumbra ‘ 


pericorneal 
perimeter 


periophthalmic 
phacometer Pa ? 


phacoscope 
phorometer 


phoroscope é 
photic 


photogene 
photometric 


pinhole Y a 
polyopia Az 
presbyopia : 
proptosis c 
i 
punctum C fs 
pupilla 
- (s 
pupillary rd 
reflex oC _P 
C..£ 
refracting “4 
refractive a > 
am 
refractometer re 
retina Pe se 
—_6 
-  — —— 
retinal oe 
retinoscope ros _— 
retrobulbar Ne sie 
sclera ~~. et on 
sclerotic a? 
*™. ce 
scotoma er 
| am a 
Sinistrocular Aone 
skiascope -OD _ 


staphyloma 
stenopeic 


stereopsis 
stigmatism 


strabismus 
strabometer 


subconjunctival 
supraorbital 


IN 
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Syntropic : 
tapetum 7 = 


torsiometer (-Z 


trachoma wi ——J 

r 
transocular oo 
triplopia 


tropia “6b 
uniaxial 


uvea 


Nee 


vergences 


vertigo v2 & 
vision 


a 
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vitreous 
xanthopsia 


xeroma 
xerophthalmia 
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SECRETS 


by KATHLEEN V. POWELL 
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MILITARY SECRETS 


(Continued from preceding page) 
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TRANSCRIPTION CORNER 


We are confident that you will find the 
ten errors in each of these letters without any 
trouble. Check your answers with ours on page 50. 


Dear Mr. Mills: 

It is a pleasure to reply to your 
letter of Dec. 4, ingiring about the abili- 
ty and personality of Miss Mary Jones. 


Miss Jones was with our organization 
for a period of two and 1/2 years, and 
juring that time she proved to be a very 
efficent and reliable employee. Her plea- 
sant personality inabled her to get along 
well with the members of our staff; and 
when we were beseiged by deadlines, Miss 
Jones displayed a wonderful ability to 
work under pressure. I would also like 
to add that she posesses integrity, which 
justifies the utmost confidance in her. 

If you have any other questions about 
Miss Jone's qualifications, please feel 


free to call or write me. 


Sincerely yours, 


$32 


If you haven't gone to Europe because 
you think you need lots of time, you don't 
have to put of that trip any longer. Any- 
one with two weeks at their disposel can 
plane a trip to the old world. 


It is possible to board a plane on 
Friday and be in Europe the next morning. 
You are then free to spend fourteen full 
days visiting as many countries as you 
wish. At the end of this time, you can 
board a plane at night and be home the 
next morning. You will be away for only 
two weeks, but you will have had lots of 
time for sight seeing. 


Some people think that a trip to 
Europe should be planed for a certain 
Season. But when you go by plane, any 
time is the right time--in fact now is 
the time to go. 


are interested in our booklet 
tours, please let us know; 
imediately foreward one to you. 


If you 
on European 
and we will 





Cordially yours, 


GLOSSARY AND VOCABULARY BOOSTER 
THE WAY THE BALL BOUNCES--page 32 


are retrospect 
+ sophisticate 
skyscraper 
—— proverbial 
7 cae placard! 
a tenacious? 
fe 


intimidation 


aspirin 


a co-workers 
—c 
iQ reluctance 3 
Loa warm ups 
4 
age scrimmage 
ri spectators 
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exposé 


sabotage 


ne ae recruiting 
cal civil 
Ce = Pentagon 
to luxury 
itn accommodat ing“ 
i 4 colonels 
— ss lieutenant 
oe earshot> 
“- imaginative 
ly L exaggeration 
2 queries 
mobilization 


D 


' PLACARD (meaning): a notice posted ina 
public place; a poster 


2TENACIOUS (meaning): inclined to retain 
what is in possession 


SREIUCTANCE (spelling): circumstance, 
grievance, pittance, conductance, 
relevance, brilliance 


“ACCOMMODATING (spelling): notice the 2 c's 
which RECOMMEND doesn't have 


SEARSHOT (spelling): earphone, earring, 
earplug (but it's two words for ear 
muff, ear guard) 









and Forget 


























Solution to the December Cartoon 
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IT TAKES A BIT OF 
PLANNING 


(Continued from page 9) 





and the 


tagging 


How do you react to people 
that 


along at their heels? 


problems inevitably come 


If you're the quiet, 


shy introvert, you probably won't be 


happy in the hustling, high-pressure at- 


mosphere ol today's large retailing estab- 


lishments or in a business where constant 


customer relationship is one of the most 


basi elements. The world research, 


science, education, or art might be much 


more to your liking. 


If you are blessed with an outgoing, 


more aggressive nature, know instine- 
tively how handle people in difhiecult 


situations, can get along easily under 


pressure, and work well on a large team, 


there are many concerns and a wide range 


of fields where your personality would 


blossom and your talents be invaluable. 


») 


2. Start a career data file. This one 


won t deal with you—but with those fields 


that interest you most. Begin a reading 


program, and start collecting articles, clip- 


pings, and pamphlets that have a bearing 
on the future you are mapping out lor 


yourself, 

The United States Printing Office is a 
gold mine of information on all sorts of 
United States De- 
partment of Labor and the Department of 


You 


lists in your local Department of Com- 


protessions. So are the 


Education. can check publication 


merce oflice, or write directly to each de- 


partment in Washington, D. C., requesting 
information on available materials. 

Read your newspapers with a seeing 
eye. and don't wait to cut out those stories 
that do catch your eye. The paper will be 
you think of it. The 


business pages are full of articles that will 


gone the next time 


alert you to new possibilities. The wom- 


And, 


olten 


en's pages are another good source. 
itself 


reports unusual developments that stir 


of course, the news section 


the imagination. 
Here's 


available, 


a partial list of career pamphlets 
either for the asking or a few 
cents: 
Your Exciting Career as a Secretary! 
National Association and Council of Busi- 
Suite 407, 2400 Sixteenth 
Street, N.W., Washington 9, D.C. 15 cents. 
Should You Be a Secretary? New York 
Life Insurance Company, 51 Madison 


Avenue, New York, N. Y. 10 cents. 


The Legal Secretary, Fact Sheet. 


hess Schools, 


Glam- 


our Magazine, 420 Lexington Avenue, 
New York 17, N. Y. 10 cents. 
The Medical Secretary, Fact Sheet 


Glamour Magazine, 


nue, New York 17. 


120 Lexington 


N. Y. 10 cents. 


January. 1960 


Ave- 


Secretarial Work. High School Career 
Ladies Home Journal, \nde- 
pendence Square, Philadelphia, Pa. 

Future Jobs for High School Girls. 
Women’s Bureau, United States Depart- 
ment of Labor, Washington 25, D. C. 40 
cents. 

Job Horizons for the ¢ 


Women’s Bureau. 


Series #4. 


College Woman. 
United States De *part- 
Washington 25. D. C. 25 


ment of Labor, 
cents. 

Employment Opportunities for Women, 
Women’s United 
States Department of Labor, Washington 
25. D. C. 25 cents. 

Check your Public Library's Standard 
Rate & Data catalogues for the 


Bulletin 263. Bureau. 


fascinat- 
ing and seemingly endless lists of maga- 
field. Write for 
copies of those that interest you. 
get a first-hand look 


zines in every sample 


You ll 


elec tronics, tele- 


vision, chemistry, and plastics, transpor- 
tation, retailing, hotel management, and 
many, many others. 


3. Investigate the professional asso- 


ciations. One good way to find out about 
your prospective field is to write to the 


professional association representing the 
National Sec- 
International. 
headquarters at 1103 
Kansas City, Missouri. 
lent leaflets. Their 


women who work in it. The 


retaries Association, with 


Grand Avenue. 
has several excel- 
Calling Professional 


Secretaries outlines NSA’s plan of action 


for secretaries to follow in their back-to- 


school program. 

The National Association of Educa- 
tional Secretaries, 1201 Sixteenth Street, 
N. W., Washington, D. C., has an excel- 


lent brochure Speak Strong For NAES! 
that sets forth the educational secretary s 
unique qualifications and goals. The Na- 
tional Association of Legal 
(c/o Miss Clara LaGow, President, 
Fort Worth National Bank Building, 
Worth 2, 
specifics of their certifying program. 

The National Federation of 
and Professional Women’s 
2012 Massachusetts Avenue 
ington, D. C. 


Secretaries 
1312 
Fort 


Texas) will be glad to give you 


Jusiness 
Clubs, Ince.. 
» N. W., Wash- 
has a wonderful Career 
Guidance Program. 

1. Go back to school. 


set down 


Once 


a good many facts about your- 


you have 


self and have begun to look at the various 
career possibilities with a more perceptive 
eye, you may find that you are really not 
prepared to take off with a vast leap into 
the unknown. If 


shelve your plans for the actual job hunt 


this is so, temporarily 


and turn your attention to developing 


your qualifications in the right direction. 


If you live in a good-sized city, the 


problem of education will quickly simmer 


down into choice of the right school. 


class. and time. Its never wise 


to ove! 


estimate your strength, energy, and stay- 


(Continued on page 51) 





For full particulars about entering the 
December issue of TODAY'S 
contestants—whether 
for your convenience 

ll specimens written from this copy will 


students, teachers, 


iner instead of to the Contest Committee 


should use the January test copy on page 36. 
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reporters—is being repeated here 
entered in the Contest. If you 
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apply for Membership only, 
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WITH SINCERE SYMPATHY 


(Continued from page 19) 





How are vou doing? | was certainly sorry to 
hear about your accident but hope this finds 


you just about to walk out that hospital door! 


It must be hard for such an active person as 
you are to be confined. With your vitality we 


know you'll be back with us before long. 


News plus cheer equals good news only. Keep yout 
own troubles to yourself. Keep bad news out of the lettet 
if you can. Bring your reader up to date on places. 


events, and people of interest to him. For example: 


Joe and his wife are the proud parents of six- 


pound Betsy. born Monday. 


Ken is going to San Francisco the first of 
the vear as branch manager: and were all so 


happy over his promotion. 


| saw your Mary the other day, and it’s really 
hard to believe she’s such a grown-up young 
lady. She is a darling! 


Your aunt and uncle stopped in to see us on 


their way to Florida. They look just wonderful. 


You'll be glad to hear they're tearing down 
that old house at the end of your block. 


Guess who's to be our next bride? Sally! She 
got her ring Saturday and the wedding is set 


for May 1. 


Again, offer help or reassurance in any way you can 
—and the more specific you can be. the better. For 
example: 


lll arrange to pick your mother up and 
bring her to the hospital to see you sometime 
this week. 


Don't worry about your work getting out. We 
all pitch in and it gets done somehow. But I bet 


your boss will be glad to see you come back! 


On my way to your house I pass the library 
so [ll stop in and bring some reading material 
along for you. Let me know if you have any 
preference. 

Ill call around noon on Thursday to see what 
groceries you need. Then I can buy them when 
| go shopping and bring them when we come 
over Thursday night. 

When you get the word to go home, please 
call me. | can come for you any time. As you 
well know, my days are free. And if you'll be 
leaving in the evening, both Ed and I will come. 

Don’t worry about your garden. I'm keeping 
my eye on it and sprinkling it when necessary. 


When There Has Been Material Loss or Damage 


You can’t undo the damage done by fire, flood. rob- 
bery and other catastrophes. But you can show sym- 
pathy and concern for the victim.’ If there is anything 
you can do to help remedy or alleviate the situation. by 
all means offer to do it. For example: 


46 


You can probably salvage many of yout 
things. and you are welcome to store anything 
you have in our garage until your place has 


heen repaired, 


\s soon as we heard of the earthquake. we 
naturally thought about you. Certainly hope 
vou weren't in the quake vicinity and that you 
are all well. When you have a moment, drop 


us a line. 


We were certainly shocked and sorry to hear 
about the fire. You probably have a hundred 
problems to cope with, but when you have 
time, please let us know how you're getting 


along. 


I'm wondering if we could keep a couple of 
the children for you until you get things in 
hand. | realize that John and Mary are in 
school. but the two little ones would be most 
welcome for as long as you and they can stand 
the separation. Just say when, and we'll drive 
down and pick them up. 


Even though lightning never strikes twice. 
this robbery may leave you feeling you don't 
want to stay alone for a while. Why not come 
and stay with us whenever John has to be away 
overnight? 

Youd be surprised at the good refinishing 
job you can do on fine furniture like yours. 
Don't throw any of your damaged pieces away 
until you let me see if they can be refinished. 


Nothing quite takes the place of a personal note when 
trouble strikes. Whatever the occurrence . . . whoever 
the victim . . . whatever your message . . . send a sym- 
pathy note. It needn't be long. nor flowery. It should 


be sincere—and written at once. 





Coming Next Month 


¢ Imagine working in an oflice where .. . twenty dogs 
rush to greet you enthusiastically ... a llama munches 
on crackers . .. lambs gambol under and around the 
tables . . . a kangaroo takes a daily constitutional. 
Sounds incredible . . . it’s not to the people at Animal 
Talent Scouts, Inc. They supply animals—with talent 

for television, Broadway plays, modeling stints. And 


there’s never a silent moment in this office. 


¢ Whatever happened to that childhood yen to be a 
nurse? Has it disappeared or is it still lurking below the 
surface? Some girls alter it slightly, entering the medical 
field on the secretarial level. Upcoming: our report on 
this area—the requirements, duties, salary picture, in- 
terviews with secretaries in doctor's offices, hospitals, 
clinics. 


Attention would-be Florence Nightingales . . . 
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BENEATH THE 
NORTHERN LIGHTS 


(Continued from page 16) 





when one of the men is out of the office, 
he will call her and dictate a letter over 
the phone. 

Under Anna’s watchful eye, a pot of 
coffee is always brewing. “Customers wel- 
come a hot drink after coming in out of 
the cold,” she says knowingly. 

Cold weather is nothing new to Anna 
Lekanof. She is half Russian and half 
\leut (an Eskimo group) and was born 
on a small island in the Pribilofs, off the 
western coast of Alaska in the Bering Sea. 
While the winter temperatures may not be 
quite as low in the islands as in Fairbanks, 
they don’t rise as high in the summertime. 

Cool or not, early summer is a time of 
great activity in the Pribilofs. It is then 
that the fur seal come to the Islands, and 
the rocky shores are covered with these 
valuable animals. The men of the villages 
make their living by harvesting the pelts 
of the seal. Anna’s father. now retired, 
was a noted seal hunter. 

Schools in the Pribilofs offered only 
eight grades, so Anna went to Sitka where 
she attended Mt. 


school for Alaskan natives. There she had 


Edgecumbe, a high 


classes in shorthand, typing. and general 


ofhce procedures. Later she studied at the 


Western Washington (state) College of 
Education in Bellingham for two years. 

When finances put an end to her college 
career, she returned to Alaska and took 
a secretarial job in the Office of Voca- 
tional Rehabilitation, first in Anchorage 
and then in Fairbanks. This is where she 
was working when she was persuaded to 
enter the competition for the title of Miss 
Alaska of 1959. 

Each year the title is given to the girl 
who is chosen queen of the Fairbanks 
Winter Carnival. Before “Miss Alaska” 
was chosen, all the candidates were given 
training in modeling, with special guid- 
ance on their clothes, beauty, and hair 
problems. 

Annas hair is certainly no problem, 
according to Lorella Pippin. This clever 
stylist saw Anna’s picture in a newspaper 
and volunteered to take care of her hair 
during the Carnival. “] took one look and 
knew what a pleasure it would be to work 
with that hair—it’s of good coarse texture 
and has lots of strength. It doesn't even 
require a permanent to look well.” 

Anna still receives free weekly hai 
stylings as a result of this association—a 
great help to a girl on a limited budget. 

Beauty queens, like other girls. have 
is short 


their figure problems. Anna 


XY 2”—and, surprisingly, long-waisted. 
With the help of experienced fashion 


counselors, she has learned how to choose 


best 


The combination of good looks, good 


her clothes to the advantage. 
taste, and an excellent singing voice won 
Anna the title of “Miss Alaska.” With it 
came one disadvantage—she had to give 
up her secretarial job. But in compen- 
months of 
18 states) 


received several 
“Outside” 
and to Hawaii. 


The Beach, 
California, to compete in the “Miss Uni- 


sation, she 
travel (the lower 


first trip was to Long 
verse” contest. Although she did not win, 


Anna has fond memories of the other 
girls, the people who guided them through 
their whirlwind activities, and the many 
places she visited. Then came a jaunt 
fall, on behalf of Pan 


American World Airways. Anna was such 


to Hawaii last 


a success she was offered another “Queen” 
title. with an opportunity to make a tour 
of sixteen different stats, many of which 
she had never visited. “The temptation 
“but [ felt | 
should settle down and get a steady job.” 

Office 


slightly tame after a “queenly reign.” So 


was great,” she confides, 


routine may sometimes seem 
just for a touch of variety Anna does a 
hit of modeling. At almost any fashion 
show in Fairbanks you can glimpse her 
complete with the latest in hair styles. 
Before she left for Long Beach, Anna 
gave up her apartment. When she returned 
late last fall she was faced with three 


Continued on page 52) 





THIS YEAR I RESOLVE 


promptly each morning 


and sticking to it. Regarding 





(Continued from page 21) your desk for what it is. a work station, will help. A 





successful secretary gave her point-of-view: “My desk 


time-consuming jobs. Study each task and ask these means a place of work to me. Purposely, | cleared out 


questions: 
1. Why do we do this job? 


2. Is it necessary ? 


all the personal notes and any other paraphernalia that 
didn’t pertain to work. I used to have a drawer full of 
personal items, but | transferred these to my locker. 

3. Is it being duplicated by some other task? 
1. Could it be combined with other work? 


5. If it must be done, is there a better way to do it? 


= A desk is really a ‘work bench.’ It was never intended 
to house the contents of a delicatessen, beauty salon, or 
tailor’s shop. | have removed all the frills that used 
One secretary analyzed a tedious sorting job in this 
She concluded that it would take less time if 


the names on the pigeonholes in the mail cabinet were 


to distract me from my work. 
manner. “One more thing has helped, too. I have all my club 


Then 


tempted to read or answer it during business hours.” 


and personal mail sent to my home. I’m not 


rearranged to coincide with the order of names on di- 
viders in the mail-delivery cart. This would speed up Prod Perisl 

. . ‘— > s 
sorting and transferring papers to the cart, thus hasten- —— | 


ing their delivery as well. She suggested this idea to the If these methods of increasing production sound like 


office manager. and her plan was adopted. an austerity program, look at them in the light of this 


Another woman. whose boss was active on an associa- anecdote. An executive recently told an audience about 


tion committee, knew that he had to keep six members his visit to a farmer who had a thriving business selling 


of his group posted every week. She asked permission to eggs. Over the chicken coops was a big sign that read, 


have sets of envelopes Addressographed for each man. “Produce or perish.” When the executive had dinner 


This eliminated typing the same addresses over and over at the farmer’s house, he asked what the sign meant. The 
again. farmer explained, “It takes money and time to feed and 
take care of those chickens so that they lay eggs. Those 


Set the Mood for Work 


Much has been said about getting down to business 


that don’t produce wind up on the dinner table.” 
A word to the wise... 
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you can beat anyone in your office when it comes to 
centering. Just measure the line and read the Steno- 
graphic Centering Scale to see where to start. Only 
takes seconds—and you’re 100% exact. 
For elite, pica, or variable-spaced type. 
ONLY $1.00, postpaid. Satisfaction guaranteed 


STENOGRAPHIC CENTERING SCALES 
Dept. T-1, 1511 N. Algona, Dubuque, lowa 














Designed for You... 
1 (Wiicroromt INK-STIK 


| STENO-POINT 


* Has the slim,trim feel of a pencil and the writing 
quality of the finest pen. 

* 6° ink supply ...writes miles and miles! 

* No point to sharpen... always clean, sharp writing! 

* New Jet-Silvered Tip... instant starting, 

} smooth, SKIP-FREE writing 

* Keeps hands clean... instant-drying MULTI-MILE ink! 


Order from your stationery, drug, department store. 
MICROPOINT, INC. Sunnyvale, Calif 


CANADIAN DISTRIBUTOR: 
Ben Sanders Company Ltd., 199 Bay St., Toronto 1, Ont. 


























SCHEDULE YOUR APPOINTMENTS 


this easy, orderly way 
with oa 


1960 MONTH-O-RAMA 
Your Whole Month's 
Day-to-Day Plans 
Before You 


You'll delight at how this unique Ap- 
pointment Calendar keeps your sched- 
ule running smoothly. Each month on 
an tt x 82 page, blocked off by days, 
with space to write in dates, meet- 
ings, plans, deadlines, etc. Helps fit 
them into an orderly pattern, without 
conflicts. Keeps your whole month's 
schedule before you. Gives you the per- 
spective you need to plan your time 
wisely . . . and the boss's too. 

Bound with spiral wire for conven- 
ience and permanence. Handy to keep 


Onl 4= travel Oniy’Si-10. Saistaction ‘gua 
hagicct anteed. 
y MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 30, Mo- 




















( 


BOUND VOLUMES AVAILABLE! 


Each year, Business Education World and Today's Secretary copies 
are bound with a heavy leather cover into one complete, easy-to- 
handle volume. Some back issues are still available. Check the 
listing below and send your order to Gregg Magazines, 330 W. 


12 Street, New York 36, New York. 


Today's Secretary 


Vol. No. Available Price 
57 September 1954-June 1955 1 $6 
59 September 1956-June 1957 12 $6 
60 September 1957-June 1958 iW $6 


Business Education World 


37 September 1956-June 1957 1 $6 
38 September 1957-June 1958 14 $6 
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MILITARY SECRETS 


(Continued from page 42) 
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AW ETI 


time savers 


for busy office workers! 


1) baeeclol el=t-shta> 


FILE FOLDER LABELS | 


FASTEST TO USE 
NEATER APPEARANCE 
CLEANER, TOO 


AO Ry 







Modern as today’s satellites, Avery File Folder Labels are 
applied in a flash! No messy, sticky moistening — just the 
touch of your finger. So simple — so fast! Easy to type on, 
too, in handy sheets with margin and center guides. 

@ 10 color codes and plain white... . in sheets of 8 labels 


self-adhesive 


CORRECTION TAPE 


KEEPS HANDS CLEAN WHEN 
CORRECTING FLUID- 
DUPLICATOR MASTERS 


Your hands stay clean because you just press Avery 

Correction Tape over the error on the reverse side of the 
master. Then, type the correction with a light touch. Master 
stays in typewriter... no smudged hands or stained fingernails. 


@ Widths of tape, in rolls... 1/6”, 2/6”, 5/6” . . . in convenient dispenser 


self-adhesive 


TABULABELS 


4 TIMES FASTER 
THAN OLD FASHIONED 
ADDRESSING METHODS 


Your mailing and addressing takes on new speed and ease 
with Avery Tabulabels! As fast as they are imprinted 

by your tabulator, they are electrically rewound into easily 
handled rolls. Then each label is automatically dispensed 
for instant application. You can use Avery Tabulabels as 
bin and shelf markers, product and carton identification, 
plus many other uses. 


@ Stock label sizes, in rolis... 3-1/2” x 5/16”, 4” x 1-7/16”, 5” x 15/16” 


| q | 
AVERY 
California « Offices in Other Principal Cities 


Vivyeye 
' ») 
V Please send FREE samples of Avery Self-Adhesive: 


| 
| [) File Folder Labels () Correction Tape 
free samples are yours 


AVERY LABEL COMPANY, DIV. 152 
117 Liberty St., New York 6 « 608 So. Dearborn St., 
Chicago 5 « 1616 So. California Ave., Monrovia, 














- the asking “ioe () Tabulabels 
mail the coupon for 
yours today! \ My Name __ 
! Company — 
| then get your regular /' iie.. 
supply from your . 
stationery dealer , City Zone__State x 
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CONVENIENCE Phd... 
with these top-quality 
Waldon Robes Enonann 


TOP-FLIGHT TEXTURES .. 
erase pencil, ink, ball point, typewrit- 
ing, business machine writing 


TIME-SAVING “POINTING” 
right at your desk 


PULL THE STRING 
AND YOU “POINT” 
THESE ERASERS! 





The handy, pencil- 
size eraser sticks are 
cased in spiral-wound paper. 
Pull the wrapped-in string. 
Paper spiral unwinds. Eraser is 
“pointed’’! 


<@] NO. 448 GREEN GLOW 
(Soft green rubber). 
Erases pencil. Also re- 





moves surface carbon 
from carbon ribbon im- 


pressions 
and... 


NO. 378 GRAYPOINT > 
(Business-like gray rub- 
ber) removes the final 
image. Erases ink, type- 
writing and_ business 
machine writing too. 


NO. 138 BALL POINT 

(New formula green 
rubber) particularly 
dev eloped to erase ball 


point ink and lead. 


NO. 258 INDIA INK 
(Fine green rubber) 





For erasing India Ink 
and work from opaque 
pencils 2H and harder. 





SAVE YOUR TIME “ul 
AND TEMPER! 


Ask your office man- 





ager or stationer for these 
WELDON ROBERTS 
PAPER-WRAPPED ERASERS 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 








Enanaus 


Correct Mistakes in Any Language 


Coat 


50 





(Continued from page 31) 

Outline your lips with a brush. This 
will give you a sharp line to follow. pre- 
vent smudges, and fill in the corners of 
your mouth. Shade in the remaining area 
with your favorite lipstick, remembering 
that pale tints make it seem larger. 

For that pale look, use a white lip- 
stick beneath your ordinary shade. For 
a moist. dewy effect add a touch of “Lip 
Glo” to the center of your bottom lip. 

And for a look at another you, try 
your mirror again. The reflection should 


be beauty. 





(Key to quiz on page I1) 


Troubles with Conjunctions 


1. It looks as if ...: 2. As (or Because 
or Since) I'm chairman ...: 3. Neither the 
morning nor the evening ...: 4 a good 
job unless you lenge . .. it >. Locating eee 
and preparing ... (or To locate 
and to prepare ...): 6... . the invita 
tion, but my mother : 7. There are 
but (or only) ten... (or Only ten... .): 
8. . realize but that. ..: 9... . the 
tests until you get . . .: 10. I will drive 
either to... (or I will drive to either ...). 


How Is “Sh” Spelled? 

l. financial; 2. machine: 3. session: 4. 
conscientious; 5. tissue: 6. shall: 7. na- 
tion; 8. deficient; : 9. mansion: 10. special. 
Lighting, Lightening, Lightning 


1. lightening: 2. lighting: 3. lighting: 
lightning: 5. lightening: 6. lighting: 
. lighting: 9. 


. lightning: ¢ lightening: 


. 
10. lightening. 
Using Foreign Expressions 
a: di: & G2: «. 3: @& 43 & 7s &. 8 
“2: te @ 
Making Words 


Verb Voun fd je tive 
expendable 


inventive 


1. expend expenditure 
2. invent invention 

3. devote 
4 


. expand 


devotion devoted 


expansion expandable 
expansible 
5. annoy annoyance annoying 
united 


continuous 


6. unite union 
7. continue continuation 
continuance continual 
continued 
derision derisive 


8. deride 
9. imagine imaginative 
imaginary 
imaginable 


workable 


working 


imagination 


10. work work 





(Key to project on page 43) 


Letter 1 

Line 2—spell out Dec., inquiring; line 5 
—one-half: line 7—eflicient, pleas-ant; line 
8—enabled; line 10—besieged: line 13—pos- 
sesses: line 14—confidence; line 16—Jones’ 


Letter 2 

Line 3—off:; line 4—hAis (anyone is singu- 
lar), disposal; line 5—plan. Old World: line 
14—-sight-seeing; line 16—planned; line 18 
—comma after fact; line 22—immediately, 
forward 





Safety Insuranc 





e for Your 


Costly Office Machines with 


TIFFANY STANDS 





MODEL . a 


5000 


Greatest ALL PURPOSE, 
completely safe Stand 
for costly office ma- 
chines. Adjustable open 
top... noise-escape 
hatch. Castings cover 
retractable casters; 


anchor firmly on floor. 





4 





& 


VIBRATION 
FREE RIGID- 
ITY. Square, 
tubular legs. 
Adjustable, 
one piece, 
open top... 
noise - escape 


S hatch. 





For further 


write Dept. TS 


information 


TIFFANY’ STAND CO. 


7350 Forsyth 


* St.Louis 5, Mo 














TERMS FOR 


supply of reprints. 


Cash or check for 
company order. 


Reprint Department 
Today’s Secretary 


Please send me 


enclose payment of $ 





NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED 


15 DIFFERENT FIELDS 


Because of the demand tor industry terms 
in Gregg Shorthand Simplified published 
in Today’s Secretary, we have secured a 
been printed on an ¢ 
quality stock. Prices are as follows: 
Single copie 
10 to 50 copies—20 cents each 
Over 50 copies—15 cents each 
Complete se 


330 West 42 Street, New York 36, New York 


reprints | have checked below, for which | 


..Atomic Energy Chemical 

...Banking Electrical Construction 

..../mport-Export legal Aviation 

..Radio & TV Oil Contract 

.. Agricultural Medical Insurance 
...Complete set of 15 

IIS seuss hsalin atest celieiihciapienitadiaanhoaisiiebieaicecldoniiabessiedinamaell 

ITI ic casinticnakcebssusenenanucbininiinnesbimnnundsintiletndtaiitnideasnedistn 

Ee ee ee eC eR Ce ENT Oe eT 

Ee ene 


SHORTHAND 


Each list of terms has 
8'% x 11 sheet ol 


an 
s—25 cents each 


t of 15—$2.50 


full amount must ac- 


copies of each of the 


Electronic 
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$5) 
and finish- 


(Continued from page 
Starting 


ing it with ease is much better than sign- 


ng powers, one course 


ing up for three or tour and being able 
to carry through on none. 
If you do not have many facilities avail- 


| 
al 


ile—the public library, the Department 
the ol 


ood places to check lor 


of Education. Chamber 


all 
lists of schools nearby 


to the 


or (Lom- 
merce are 
then it might be 
National Association 
Schools, 2400 


Washington 9. 


se to write 


Business 


Street, N. W.. 


ind Council of 


Sixteenth 


1). C.. for a list of those nearest you. 
lake your employer into your confi- 
dence. Discuss vour hopes and plans with 
and seek his advice. You may find 
have overlooked some very tangible 
possibilities for advancement within your 
n firm. Many companies are only too 
lappy to help develop potential talent 


vithin the ranks. Yours may be of 


e that provides con rete financial help 


ol employees who take night courses re- 


ted to their present or ltuture work. 

5. Develop a schedule for your pro- 
gram. Having determined your goal and 
ow vou are going to get there. trv to set 
p a realistic schedule for achieving it. 
Unless you are fully qualified at the mo- 
ment tor a switch, vou should expect to 


spend at least a vear on the evolution of 


he “new vou. 


Knowing that one year 
Irom now vou will have completed are 
fresher in business math. taken a course 


in public speaking, or branched out into 
or human relations will give 
\ake 
books to broaden 


and background. | se 
to 


pave hology 
a tremendous incentive. 


spec ial 


you up a 


reading list of 
your understanding 
s “fillers” 
and from the office. 


Don't be afraid to make 


these on the daily journey 


alterations in 


your program as you go along. A growing 
iwareness of vour ultimate objective will 
bring with it new and fascinating side 


lights and bypaths that may lead to even 


creater things. But avoid vacillation just 
for the sake of variety. 
Enlist the moral support and aid of 


vour family in developing this long-range 


program. You will find their interest and 
encouragement will buoy you up when 
vou hit one of those inevitable “plateaus” 
f which educators speak. Remembering 
that progress is often two steps forward 
ind one back will help you stick it out. 
If your company is interested enough to 
help pay your tuition, keep your employer 
informed of your progress. 

\s 1960 passes, 


- . ! 
very act of developing such a personai- 


you will find that the 


ichievement goal will prove so stimulat- 
ing that you will want to experiment with 


i two- or three-year program when 1961 





rolls around. 
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FREE 


5x7" portrait 
enlargement 
with each 
order. 


whict 


Nam 


City 








Make paper handling 
easier and safer 


Get ADVANCO 
punchless paper holde 


No holes to punch—no holes to tear. 
Easily insert or remove sheets. Your 
papers are in order, safe—the Advanco 
clip bulldog-grips 1 to 150 sheets. 
Only 2 parts—lasts indefinitely. 
Ask your stationer! 

If he doesn’t carry Advanco, write us 
NOW for name of dealer nearest you. 


ADYACo 


MADE IN U.S.A Ne an U.S. PATENT OFFICE 


ADVANCO PRODUCTS, 


76-05 S51ist Avenue, Elmhurst 


76, MY: 





INC. | 


Dept. 44, GPO Box 644, New York 1, N.Y. 


Enclosed please 


25 wallet photos plus FREE enlargement @ $1.25 
60 wallet photos plus FREE enlargement @ $2.25 
Additional enlargements with this order, 40¢ ea 


e 


Address 


will 


WALLET S00 


plus 25c 
handling 


r for $joo 


60 for $2.00 


Perfect for job, school and pass- 
port identification. Genuine photos 
made from your own portrait on 
silk finish studio paper. 22x32". 
Send picture (returned unharmed) 
with order. 





Money-Back 
Guarantee 

if not 
completely 
satisfied 





find portrait photo or 
returned unharmed. 


negative 


be 








geeee= MAIL THIS COUPON TODAY I ««~ 
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PUT SELF IN 


PICTURE 


YOU 
THIS HAPPY IN 
CAPE CORAL, FLORIDA 


It's peaceful, yet adventuresome. 
thing you've ever known, 


It's different from any- 
yet it's what you have always 
dreamed about. It's an exciting new waterfront community; 
ready now, not promised for tomorrow. An endless variety of 
beautiful homes; miles and miles of landscaped streets ond 
wide waterways — boating, fishing, bathing — all in a 
luxurious Country Club setting — with much, much more to 
come! Mail the coupon TODAY and become part of the won- 
derful CAPE CORAL picture tomorrow! 
V4 acre Homesites for as little as 


$ ? DOWN, 


MONTHLY 
Send for and read the exciting 
“CAPE CORAL STORY" 
it's yours for the esking— 
ABSOLUTELY FREE FLOR, 


Send No Money, Please 'Da 
CHAMBER OF COMMERCE MEMBER 


Lee County end ft Myers + Dede County + Florida Sete 
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Gulf Guaranty Land & Title Co., Dept. W43 
1771 WN. Tamiami Trail, Fort Myers, Florida 


Please rush my FREE copy of “The Cope Coral 


. 
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’ 

Story’* in full color. ; 
: 

Address ..... H 
City eee Zone _ Stote : 








My boss is 
pretty smart! 


That's why he specifies Sea 
Foam Bond every time for our 
office. It makes cleaner copies 

erases smoother and is 
stronger. It just makes good 
sense to use Sea Foam Bond, 
America’s first choice in second 


sheets. 


Teachers and secretaries 
Write on your letterhead 
for free sample 


Dept. TS-59 


BROWNVILLE 
PAPER 
COMPANY 


BROWNVILLE, 
NEW YORK 











Continued from page 47 

needs: another job, a new place to live 
and someone to share it with her. She 
got together with a long-time friend, 
Norma Atoruk, an Eskimo girl from 
Kiana. who works in the Registrar's office 
at the University of Alaska. They did 
some hunting and finally chose a one bed- 
room apartment in a newly constructed 
building. in spite of the high rent—S175 
a month. (Not necessarily high for Alaska, 
but high when considered in the light of 
the girls’ salaries.) 

The roommates have worked out a 
budget of both time and money. Norma 
has to catch an 8 o'clock bus. Anna doesn't 
leave the house until 8:30. So Norma rises. 
dresses, then calls her roommate shortly 
before she is ready to leave. Neither girl 
cares much for a big breakfast. but each 
has at least a cup of coffee (made by 
Norma in between bathing and dressing). 
orange juice, and some toast. 

Since the University is five miles from 
Fairbanks, Norma eats lunch at the cafe 
teria there. Anna usually goes home—the 
apartment is closer than any restaurant 
(even those operated by the company). 
The roommates take turns cooking dinnet 
at night, with the non-cook cleaning up 
afterward. Both are good cooks, and are 
fast bee oming experts 1n the art of making 
food stretch. They try to limit purchases 
of food (shopped for on Saturday after 
noons when the best “specials” are 
offered) to $100 a month. In Alaska. 
where prices are higher than “Outside.” 
this is hard to do. Luckily, the food budget 
is relieved by gifts of wild meat such as 
moose, caribou, or Ptarmigan (a small 
bird with rich, dark meat). 

The apartment is often the scene of 
impromptu parties, and informality is 
usually the keynote. Whether they play 
cards, watch TV (Norma’s set is small 
7 inches—but they get good recepuion), 
or just sit around and talk, friends always 
feel welcome. Many of Anna’s evenings 
are spent at the LSQ—at dances in Fair- 
banks (there are two large air bases 
nearby), or on lengthy trips to outlying 
areas where military personnel are. sta- 
tioned. 

Anna Lekanof feels that her “duty” is 
to Alaska. As the new state grows. so must 
business. New firms will need good secre- 
taries; and, although the girls who help 
these infant organizations may not get 
large salaries in the beginning, the oppor- 
tunities to earn more money will increase 
along with the business. 

“It's exciting being in the spotlight.” 
Anna concludes wisely, “but the challenge 
that Alaska offers is more stimulating. 

“Ll stay right here—it's going to be 


fun to see what happens.” 





DOLLARS AND SENSE 


(Continued from page 26) 





When signing checks. for example, try 
these do's and don'ts. 

1. Don’t write in pencil. Erasers 
have already been invented. 
2. Date it correctly. 

3. Don't make it out to “Bearer” or 
“Cash” unless you are already in the 
bank where you can cash it voursellf. 

1. Don't endorse a check until you 
arrive at the bank. 

3. Cash checks as soon as possible 
They are invalid after two years 

6. Be sure the written amount and 
the amount in figures are the same. 

Don't forget to sign it. 

&. Keep a record of each check in 
the stub of your checkbook. 

9. Number each check. 

10. If its a joint account. have a 
complete record Ol chee ks drawn by both. 

ll. Be sure your funds will cover 
the check. 

There is one minor disadvantage to 
many checking accounts—the monthly 
service charge. This may seem unfair 
when your funds are few and your bank 


a study 


n luxury. It is not. Even banks 
need and are entitled to a profit. Servic 
ing your accounts for nothing will not 
help them do it. 

Cashing the average check, for ex- 
ample, involves 23 different steps. Each 
check must be verified, entered on the 
customers statement, and, many times, 
sent out of town for collection. Records 
must be kept, money must be obtained, 
counted, and made available. 

Most banking profits come from invest 
ments, but even here there are limita 
tions. No bank may invest all of its 
deposits: the law prevents that. Money 
must be held for “reserve funds” and 
also to meet the day-to-day demands of 
business. Often, from each deposit dol- 
lar. a bank can invest only 75 per cent 
or less. 

One possible solution is to attract more 
customers, and this banks have tried to 
do through the now celebrated “bank 
wars. But the battle isn’t what it used 
to be, not with government regulations 
on interest and other raids on the eco- 
nomic arsenal. That leaves variety and 
one last weapon in the stockpile. 

The variety aspect can be seen in 
such gatherings as a lunch-time dog show 
held in the lobby of a New York institu- 
tion. The other and last weapon is serv- 
ice with integrity. Of the two, it is the 
strongest and promises most for the 
secretary with a dream and a few dollars 


toward making that dream come true. 
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shopping spree 





BE FLITE-LIGHT with this 
24-inch “Week 
“Overnighter.” and 18- 
come in red MacGregor 
Nest 
another for easy storage 
Only $16.45, 
press collect. From Barilen ¢ orp... 


rs, 11 E. 47 St.. New York 17, 


three piece 


suitcase ensemble. Your 
ender.” 21-inch 
inch “Quickie” 
plaid with water-repellent lining. 
them within one 


between trips. 


shippe d 
Dept. 
N. Y. 
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TEETHING MAD? Dont be. Take a Denti 
Fountain Toothbrush with you and brush 
after every meal. Two-part gadget holds 
Makes 
Yours for $1: 
refills, 50 cents each. From Gordon Labo- 
ratories Ltd., Dept. TS, 12 E. 19 St, 


Aseodent cleanser in its handle. 


you sure of your smile. 


New y ork 3, N. 2 





January, 1960 


4 TASKET, 


desk. Such a lovely way to waste 


A BASKET set for floor and 
Metal 
brown. white, 


My lar mono- 


baskets covered in green, 


coral, or black leather tte, 


grams we not come off The set. $6.50 
Glassecraft Mfg. Co 
. Evanston, Ill 


W rite to 
920 Chicago Ave. 


Le pt. TS, 
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VEGETABLE BIN BOON for! 


clutte red 
kitchens. Now you can use under-cabinet 


“waste space” to store goods re quiring no 


refrigeration. Self-stacking polyethylene 
bin, made to fill depth of standard base 
cabinet, measures 174% by 8 by 7'A 
inches. Comes in white. tan, or vellow at 
$2.49. From Rubbermaid, Inc., Dept. TS, 


Wooster. Ohio. 





IT MAKES GOOD CENTS to save the same. 
This Lincoln penny album is worth more 
than $35 when all 59 spaces are properly 
filled. Some coins are evasive, but all are 
Send $1 to Hobbies Unlimited, 
TS-3, Box 97, Oakland Gardens 


M.. 2. 


available. 
De pt. 
Sta.. Flushing. 





of the women 
97% tested agree: 


a ae ee 
THING ELSE EVER DID TO 
RELIEVE THE WORST 
MONTHLY PAINS AND TENSIONS 


Proven doctor's formula helps 
prevent and relieve suffering 
quickly, safely, without artificial 
drugs — ; 
12 NATURAL INGREDIENTS 2 
TO COUNTERACT 
HORMONE 





a) 


CHANGES 
New FEMMES help prevent and relieve menstrual 
pains and tensions so effectively because their formu 
la is based na physician's knowledge of hormone 


changes and related physical effects that can cause 
acute pain and mental anguish. Ordinary drugs, usu- 


ally containing only 3 or 4 artificial ingredient often 
fail to alleviate all distress. But safe, medically pre 
scribed FEMMES help counteract the effects of 


monthly hormone activity and give fast, blessed 


relief 

DOCTOR'S TESTS PROVED 97% EFFECTIVE RELIEF 
FROM PAIN—Test patients included sufferers from 
nany of the severest symptoms of menstrual distre: 
agonizing cramps, tenderness, swelling, headache 
backache irritability, nausea, depression. All had 


used other pain relievers in the past. 97 reported 
that FEMMES helped prevent and relieve pain and 
tens n better, faster than anything else ever had 


FEMMES MUST GIVE YOU FASTER, MORE EFFECTIVE 
RELIEF OR MONEY BACK—Especially if you're allergic 
to common drugs, you'll want to try safe, natural 
ngredient FEMMES. You don't risk a penny—FEMMES 
must give you relief such as you've never known be- 
fore or money refunded 







1 month's trial supply—$1.00 ppd. 
3 months’ supply—$2.50 ppd 
RUSH COUPON 

FOR FAST, SAFE RELIEF 





! FEMMES PHARMACAL CO. T \ 
| 1191 Ocean Ave., Brooklyn 30, N.Y. | 
| Please send me the following guaranteed | 
| FEMMES 
1 month's trial supply at $1.00 ppd. 
| 3 month's supply at $2.50 ppd. | 
| | enclose check money order. | 
Se = | 
| ADDRESS snamsinipitalied _ | 
| a __ZONE____ STATE | 
Ce ee ee ee ee oe oe jee ee ee ee ee oe oe oe — - ' 





LS LL THE HAIR ROOT 


Destroy unwanted hair PERMANENTLY. Use con- 
veniently ot home. When you hove reed ovr 
instruction book carefully ond learned to use 


the new Mohler Epilator sofely and efficiently, 
then you con remove unwanted hoir FOREVER 
MONEY-BACK GUARANTEE (Our 76th Yeor) 


- NEW 
“SEND 5 TODAY FoR sooxcer sm Geren 
MAHLERS. INC, Dept. 850A PROVIDENCE 15. R. I 














1960 CPS CANDIDATES 


Time's short! Start preparing now with our 
tested, thorough. short, time-saving home stud) 
review courses. Used successfully by secretaries in 
47 states since 1953. Any one section, $29.95: an 
3 sections. $75.00: all 6 sections, $125.00. Inter- 
national Credit Card OK. Be prepared. Order 
today! Business Research Associates, Inc., PO 
Box 7093, Long Beach 7, California. 

















PROFESSIONAL SECRETARY 


Here's a real challenge for the 
ambitious woman who wants to 
earn bigger pay, gain more op 
portunity All that’s needed is 
the proper training L.cC.8. will 
send you 3 FREE books that 
show you how to prepare for this 
exciting career No obligation 
Just mark and mail the counon 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Dean of Women Box 50506M, Scranton 15, Pa. 


Please send me 3 FREE books: (1) “How to Succeed,” (2) Career Catalog, 
(3) sample 1.C.S. lesson 


Professional Secretary () Good English Magazine and 
Advertising (C) Business Management Book Illustration 
Retail Merchandising C) Other - 

Name 

Address 

City Zone State 


vw 
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FOTO PLUS - Dept.s - 





Panel 
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Edge Embossed 


ALLET 
PHOTOS 


FOR ONLY 


We pay postage— pay postage — 
no other charges 











NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


NEW YORK 1, N. Y. 

















Electric Foot Warmer 


No more cold feet . . . keeps your feet and 


ankles comfortably warm. The Electro Mat is 


made of oil-resistant rubber. Operates on any 
110-volt AC or DC outlet, consumes less than 
100 watts ... 14”%x 21%. Can be used by 


anyone in ofhce, store, factory, or house 
12-mo. guarantee. Only $7.95 ppd. Interstate 
Rubber Products Corp., Dept. 402, 906 
Avila Street, Los Angeles 12, Calif.; 9108 
Meyers Rd., Detroit 28, Michigan. 











$ into DOLLARS! 
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poets share $33 m . 
mposed, PUBLISHED, 
ted. Apr info FREE from 
NORDYKE Music Publishers 
6000 Sunset. HOLLYWOOD 28B, Calif 





= NEW songwriters 
= ste rly. Songs Cc 
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of Guy de Maupassant’s famous story, “The 
Diamond Necklace,” 
Gregg Shorthand, for only 50 cents postpaid. 


shorthand reading book left! To obtain a copy 
while they last, send 50 cents to: 


LIKE TO READ SHORTHAND? 


You may obtain an art-paper cover edition 


written in Anniversary 


We have just 616 copies of this popular 


TODAY'S SECRETARY 
330 West 42 Street, New York 36, N. Y. 














REMOVE UGLY HAIR 
FOR GOOD ,**«/, 


from LIPS,from CHIN from 
ANY PART OF YOUR BODY! 


Unwanted hair removed for good! 
Hair roots are destroyed almost 
instantly and without pain, leaving $ 5 
the skin smooth and unmarred by ONLY 

the ugly hair which has been re- 

moved. The miraculous LEMOS PERMAGON costing 
only $9.95 complete, will ease the hair from any 
pkace on your body gently and safely. Complete 
refund if PERMAGON’S SAFE, GENTLE SELF-ELEC- 
TROLYSIS METHOD doesn’t do for $9.95 what pro- 
fessional beauticians charge hundreds of dollars 
to do. No electric connections to plug in. By fol- 
lowing our accompanying safe, simple instructions 
and avoiding warts, moles and other blemishes, 
you will be free of unwanted hair! Order today. 
Send $9.95 and we ship pre-paid. For COD send 
$1.00 deposit and pay postman balance plus COD 
postal charges on delivery. Brian-Lloyd Co., 11 E. 
47 St., Dept. M-50, New York 17, N. Y. 














CATALOG. 


Everything for the Wedding & Reception! 
Invitations © Gifts for the bridal party 
Table decorations © Trousseau items 

Unusval, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-401 
Chicago 42, Ill, 
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* 
Write TODAY! 


Dept. 


5 ENGLISH vou'sacke 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.I. METHOD you can 
stop making mistakes, build up your vocabulary, 
epeed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 


day at home. Costs little. 32-page booklet mailed FREE. 


Don Bolander, 
E-1451, 30 E. Adams St., 


reer Institute, 
Chicago 3, Illinois 











HERE'S HOPPING and hoping this hop 
game will keep the kids occupied 
on indoor days. Yellow vinyl panel with 
black print diseourages chalk attacks on 
the living- 


scot h 


room rug. Game lies 7 
dis s ine luce d. 
to Hop 
. Brooklyn 


33 inches wide: throwing 
Send $1.98 plus 25 cents postage 
scotch. Ine.. Dept. TS. Box 126 


aa, Pc Bs 





KITCHEN BRITCHES—high living 
lowly dishcloth. More for smiles than for 
Misses. these britches wash your dishes. 


Pull the pink ribbon, and you've two 
cloths for pots-and-pans duty. Just the 


item to enliven that next kitchen shower. 
Complete with poem. $1: 3 for $2.50. 
From Susan Parker, Dept 
Boylston St., Boston, Mass. 





TODAY’S SPECRETARY, combination 
spectacle case, private secretary. Con- 
tains currency and card compartments, 
memo pad, ball-point pen, and foam- 
lined eyeglass enclosure. Put it in your 
purse and end those “I can’t find any- 
thing” blues. Durable vinyl, $2.98. From 
Damar’s, Dept. 809, Damar Bldg., Eliza- 


beth, N. J. 
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BUSINESS SCHOOL DIRECTORY 












































CALIFORNIA FLORIDA mq MICHIGAN | 
CENTRAL CALIFORNIA ADELPHI BUSINESS AND BUS. ADMIN.—AUTOMATION 
COMMERCIAL COLLEGE TUTORING SCHOOL SECRETARIAL—ACCOUNTING 
Serving the Walley Since 1891 “Miami's Finest Finishing School’ Co-educational 
Bi-Lingual, State and VA Approved ee a, 
Chartered by the State to . , - ining won 
Confer Degrees in Commerce Write for Literature Sarre service to graduates 
1921 TUOLUMNE ST., FRESNO, CALIFORNIA 500-526 N.E. 79th Street Miami 38, Fla. DETROIT INSTITUTE OF COMMERCE 
Cc. S. BOWLBY, PRESIDENT Near Biscayne Boulevard 37th Year 1308 Broadway Detroit 26, Michigan 
ILLINOIS NEW YORK 
a 
SAWYER SCHOOLS CHICAGO COLLEGE OF COMMERCE eatin, eaee ) 


27 East Monroe CEntral 6-3312 
saaienadiathtad Hamil SECRETARIAL SCHOOL FOR GIRLS 


Send for FREE Stenograph notes. 227-229 Quail Street 


Since 1916 


Secretarial—Accoéntancy—Automation 





Intensive Training for Top-level Jobs 


LOS ANGELES—PASADENA—NORTH HOLLYWOOD SIP TOTEe hy Renan Shanes Eipentete Lars Albany 3, New York 
POMONA—LONG BEACH—SANTA ANA 


























BE AN EXECUTIVE ASSISTANT 


Prepar tor secretarial »bs pr 

pate year and one-year cou! Dis 
she ad faculty. Individualized guic fone 

Pl acement service For catalog write the 





GRACE BALL: | Aili 





SECRETARIAL COLLEGE : r mnsoliment Divecter. | 
° | 420 Lexington Ave., N.Y. 17, N.Y- MU 5.3418 
San Francisco by the Golden Gate 122 Maple Ave., White Plains, N.Y. WH 8.6466 
. 2? Prospect St., E. Orange, N.J OR 3-1246 
One-Year Executive Leva ul Gen- . e al == cite . 
eral Secretaria ourse¢ for college ° | | 
women, high scho« ind private chool 
rt iduat i we er ervice mee 
—_ ce F r catalog 
525 ‘Sutter. daou. ‘San 
Fr ancisco 2. ‘California. 

















































































BUSINESS COLLEGE PENNSYLVANIA 
Dept. 159, 5840 N. Lincoln Avenue apy 
Chicago 45, Illinois 
MEDICAL e¢ A CHALLENGING Complete Business Courses 
OPPORTUNITY As Modern as Tomorrow CAMBRIA- 3 
SECRETARIAL fE “Approved by the (eA )usiness College 
San Francisco County Medical Society tr» : aa 
a 422 VINEG STREET 
ZWEEGMAN SCHOOL FOR He, = aan Ce reES EOE EEE SE SO ST 2B memes? JOMNSETOWN, PENNSYLVANIA 
MEDICAL SECRETARIES sauna, Sin wee ) } 
ACBS accredited. Write Claude S. Yates, 1441 Van \ .e 7 | 
Ness Ave San Francisco 9, Calif / GEM Cl / } 
/ / | SOUTH CAROLINA 
‘ ~ T ’ = 
) BUSINESS » 
/ : . 
COLL ( PALMER COLLEGE 
THE ACADEMY OF BUSINESS ( EGE ( Member NACBS—Fully Accredited 
We Train’’ Secretaries, Stenos, Typists, / ( a poy al 7 Se ee _ ee ns 
Bookkeepers, NCR, Comptometer, Burroughs, / Quincy Illinois / yore wal a po wai “Ga : aa Simao, ~ 
| IBM Keypunch, and PBX Operators. Rapid, modern sd : ) Ch rieston, 8 "Cc Dormitories for boys and 
instruction on Modern Office Equipment / Wri Di — / girls. For catalogue write Charles E, Palmer, 
Write Dept. J6 for free information. rite urector of Admissions )) Cc. P. A., Pres., Charleston, 8. C. 
| 372 South First St., San Jose 13, Calif. CY 7-3244 for free catalog. ) 
~~ LEDS es BB 
HAWAII CECIL’S BUSINESS COLLEGE 
COMPLETE BUSINESS TRAINING SPARTANBURG, S. C. 
Accounting —Secretarial—Machines Golden Anniversary Year 
KA IEDS ( Request Bulletin Modern Unique 1 and 2 Bedroom 
PIR EL Cy! ; ‘ Bernita Alderson, Director , 
Certified Professional Secretary Apartments—Supervised 
HONOLULU & BROWN’S BUSINESS COLLEGE Automation Institute Associate 
mc Since 1864 
BUSINESS COLLEGE 4 611 E. Monroe Springfield, Ul. 








Oldest and Largest TEXAS 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 

accredited by the 
Accrediting Commission for ? 


‘ 6 Business Schools # Co-educational 
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Think! 


May I make a suggestion? Why not? 
More 
plovees do ea h year. 

And 


company suggestion boxes filter “think- 


than a million and a half em- 


they get paid for them. Those 


ing men’s” thoughts to an annual tune of 
13 million dollars. 
The National 
gestion Systems reports that two United 
States Steel workers received $32.000 for 


(Association of Sug- 


an improved method of recovering 
molten iron from slag. Not your line? No 
excuse. Remington Rand paid $3,492 for 
an improvement on its file computer. 


So turn your complaints into cash. 


lhink! 


Take? 


With the holiday season in full swing, 


Give or 


the office is probably cluttered with gifts 
sent to your boss and to yourself, So 
cluttered that you've a suspicion there 
might be a snag in the Christmas stock- 
ing. Is the donor actually giving—or is 
he trying to “take” the boss? 

\ Sales Management survey on “when 
do Christmas gifts become bribes” re- 
vealed that executives do set a dollars- 
and-cents dividing line. They feel that 
gifts should be below $10-$15 in value, 
but “it all depends.” 

Moreover, these men attest that most 
gift-giving is based on personal friend- 
ships, not on business motives. But a 
mixture of the two might be the happy 
“Le- 


gitimate Christmas gifts have a secure 


medium. As one executive put it: 


place in public and employee relations.” 

How does one explain that of the 17 
per cent of the companies who forbid 
employees te accept gifts from suppliers 


~ 
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more than half sent presents to their own 


customers? One doesn't. 
Oh well, never look a “gift” horse in 


the mouth. 


Dictating? Be Different. 

It takes more than the Navy football 
team to keep an Army man down. Ser- 
geant Major S. L. Nixon, for example. 
Office rearrangements at Fort Benjamin 
Harrison, Indiana. found the Sergeant 
three offices removed from his secretary. 


WAC Fourth Class 


Schritt. Not to be daunted. each manned 


Specialist Frances 


a walkie talkie. These battery-operated. 


instrument-to-instrument telephones pro- 


vided a direct dictation line. 


J Lan. aed 


ia 





And 


clever, as evidenced by an Indianapolis 


Indiana’s civilians are equally 


company’s aid to their harried traveling 
salesmen. Instead of writing reports in 
their motel rooms, they pull up to road- 
side booths described as “drive-in secre- 
tarial and telephone answering services.” 
The salesman opens the booth with a 
special key, picks up the phone, gives his 
name, and is then able to dictate cor- 
respondence, get messages and mail, and 
the 
car. Booths are monitored by local secre- 


make phone calls—without leaving 





tarial services, which bill the customers. 
To put a little fun in your life—try 
dictating! 


Be it Ever So Humble... 


A woman's office is her home 
so it should look like one! 


Or so decided a panel of businesswoman 


away 


from home 


who met in Philadelphia to discuss office 
furnishings. They all agreed that “it is 
easier to attract female employees when 
the general decor is attractive.” 

What constitutes a homey and pleasing 
office? Color and slim modern lines. Any 


shade save green, that is. As one panelist 


put it: “Green seems to be a very pop- 
ular furniture color these days. but un- 
less its on money, women just aren't 


interested.” 

Other suggestions: an office chair on 
which the upholstery could be changed 
every so often, hooks to hold oversized 
handbags. and panels under desks to 
conceal stocking runs. 

Nor should such surroundings be ex- 
clusively for bosses. The businesswomen 
decried the prevalent feeling in the busi- 
ness world that “color and decorating are 
all right for management. but the general 
workers must take what they get.” 
if the 
secretary had her say. But experience in- 


This situation would not exist 


dicates that the boss seldom consults his 
women employees on office decorations. 
Take heed, Mr. Executive. You may be 


a whiz on finance, but furnishings . . . ? 


King for a Day? 

And what did you do for “Himself” on 
National Boss Day? You didn't? Then sit 
there and squirm while you read of one 
who did. 

Having learned about Boss Day in 
TODAY'S SECRETARY, Emeline Mon- 
seau. of Levittown, Pennsylvania. went 
all out to make her employer “king for 
First the 
Chamber of Commerce, and they made 


the day.” she notified local 
the day official. Then she contacted the 
community's paper and radio station. 
Meanwhile, back at the office . . . more 
On “B-Day.” 


Emeiine’s boss, an attorney, found a vase 


personal preparations. 
of roses on his newly polished desk. A 
citations in “legalese” Latin lauded him. 

That noon, Emeline and another seore- 
tary escorted their bosses to luncheon at 
The 


stopping to 


a favorite restaurant. men were 


noticeably pleased. show 
their boutonnieres to some less-fortunate 
brethren—bosses dining alone. 

In short, a perfect day. And one that 
we hope will spur you heartless secre- 
taries to a “wait till next year” resolu- 


tion. 


TODAY’S SECRETARY 











Want a cleaner way to dust? 
This “wonder fabric” ts a must... 


SCOTCH BRAND 
Dusting Fabric No.550 












Ideal for desk tops, counters, 
file cabinets. ““SCOTCH’’ BRAND’S special 
dust-absorbent fabric has hundreds of 
tiny traps that catch dust and 

hold it. Leaves no lint, no oily film. 
60 generous, long-lasting dusters 

in handy perforated roll—just $1.98. 
Ask your office supplier now! 


SCOTCH 5 A REGISTERED TRADEMARK OF 3M COMPANY 
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LINE-A-TIME® = 32 


COPYHOLDER, *» 
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Just a touch of your finger keeps each line of copy x a 
where it belongs—right before your eyes. f- K xs 
The constant shift from the steno pad propped 

on the desk to the letter being typed is now a thing bs x. 


of the past. Gone forever too —eyestrain, backache, x x x 


and nervous tension—the main causes of typing 


yPm5 
fatigue. You ll be amazed to find how your typing Ale x -¥ . 


efficiency has increased. And you'll be so much Fea. ra f 772, "4 


re rele °C ¢ , y ij. \ fee anks to 
more relaxed at the end of your day thanks t eevee ob Sindy bats Gnibenese 


your New Fotpamatic Ling-A-TIME Copyholder. Room 1100, 315 Park Avenue South, New York 10 
I would like a free five-day trial of the new 

Distinctive low design makes the New eT ee ee 

FOLDAMATIC LiNE-A-TIME Copyholder appear NAME 

to be an extension of the machine. Available in FIRM ., & 


six office and typewriter harmonizing colors: 


ADDRESS 


French Gray, Desert Sage, Honey Beige, 
¢ ‘ / CITY ZONI STATE — - 


Mist Green, Lime Light and White sand. * Available only in cities with a Remington Rand office. 
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